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AP250-WFE
AP250-WFE Managing Working Fund and Escrow Payments

Course Overview

In GEARS, payment is the process by which the Judiciary schedules the disbursement of monies
to vendors and employee. In Payables, processing payments is handled using the Pay Cycle
Manager. The Pay Cycle Manager processes are run manually to select vouchers for payment
and create payments for the associated voucher(s). Vouchers selected for payment are reviewed
and approved prior to payment creation. After running Pay Cycle, the Payment Post process is
run manually to create and post accounting entries. The Journal Generator process creates
corresponding General Ledger journal entries.

Pay Cycle is not used to fulfill internal Judiciary check requests and advances related to the
Working Fund. Manual payments are recorded using a voucher.

The AP250-WFE Managing Working Fund and Escrow Payments course discusses the process
used to manage payment for both Working Fund check requests and advances as well as Return
of Escrow payments.

Course Outline
The following sections and lessons provide information and procedures on managing Working
Fund and Escrow Payments in GEARS:

Course Audiences and Prerequisites

Lesson 1: Understanding Payment Processing
Lesson 2: Reviewing Vendor Information
Lesson 3: Entering VVouchers

Lesson 4: Using the Pay Cycle Manager
Lesson 5: Using Payables Reports and Inquiries
Course Summary
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Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e Circuit Court
e District Court - Courts
e AOC DBF - Financial Services Unit

GEARS Role(s)

{3( GEARS

Q General Enterprise And Resource Support

This course is intended for Judiciary employees with the following GEARS role(s):

e AP Supervisor
e AP Manager

Prerequisites
The recommended prerequisites for this course are:

e INTZ100 Introduction to GEARS
e AP100 Understanding GEARS Payables
e AP240 Managing Vouchers
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Understanding Procure to Pay

What is Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services
o perform 2-way or 3-way matching validation among receipts, purchase orders, and

invoices
e and allow the user to view related documents and transactions across the entire procure-

to-pay process chain
How Does GEARS Manage All of the Data for these Transactions?

As the two modules work together, you may wonder how the data is managed. GEARS utilizes
Informational Hierarchies. The Informational Hierarchy consists of the following:

=

Voucher Origin

Control Group

Vendor

Business Unit
Voucher Origin
Control Group
Vendor
Voucher
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Each Business Unit acts as a separate area of control, representing an independent processing
entity. For all Judiciary wide transactions, your business unit is MDJUD. The Voucher Origin is
a designation to identify where the voucher data originated. The most commonly used origin is
Online which is noted as ONL. This identifies that the vouchers was entered online and directly
within the Accounts Payable module. The Control Group acts just as its name states. It allows
control and management over an entire group rather than individual parts that make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
another company (in this case the Judiciary). Finally, the Voucher is an electronic accounting
document produced after receiving a vendor invoice. It represents an internal intent to make a
payment to the vendor for goods and/or services for the amount due as noted on the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It is a central, comprehensive data base file maintained by the Department of
Systems and Fiscal Compliance (DBF) that contains information about vendors used to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher types that you may need to be able to recognize. They are:

o Direct Voucher: These are vouchers that require no source document.

o Standard Receipt Voucher: These are vouchers that require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchers that require a match to a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The steps are to:

Access the Voucher component.

Search / Select an approved Vendor.

Create vouchers online.

View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that you order and receive. The following is a quick look
at 3-way vs. 2-way matching.
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reererd  3-Way Matching vs. 2-Way Matching

3-Way Matching 2-Way Matching
Matches: Matches:
* Purchase Order * Purchase Order
* Receipt (Receiving Report) « Vendor's/ Supplier Invoice

» Vendor's/ Supplier Invoice

Commonly used for any goods or services | Commonly used for non-item purchases
that have been delivered or rendered and | for which there are no receipts that can be
a receipt has been processed withinthe | processed within the system.

system.,
* Qffice Supplies * RepairServices
* Furniture * Rent/Lease Agreements
* Computers * Maintenance Contracts
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What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the voucher.
- Use fthe online voucher pages.

v

Fun the Budget Checking Frocess.
. This process defermines whether funds exist fo cover the cost of the inyalce.

v

Fun the Matching Frocess.

- This process defermines whether the appropriafe sowce documents and unil price match the
agetails of the Invoice.

. Matching and Budget checking is required prior fo aporovral

v

Approve the woucher.
- The voucher can require aoproval by vowr infernal supernsisor.

b

DBF the Reviews and Validates the voucher.

h 4
The voucher information and corresponding

documentation are sent to GAD for final processing by the
State of Maryland.

v

GAD sends back the Warrant/fPayment information within
5-30 days.
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The Structure of a Voucher
A voucher consists of (3) basic elements:

e Header: The Header contains high-level information about the transaction.

o Line: Line level information details the goods or services being purchased.

o Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking

You can budget-check individual vouchers when you create them online, or you can budget-
check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.
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Lesson 1: Understanding Payment Processing

Working Fund Check Requests and Advances

Check requests and advances for petty cash related to the Working Fund are issued through
manual checks. This payment process does not use the Pay Cycle. However, the payments are
still recorded in GEARS using a voucher. Vendors must be set up for the recipients of the checks
[ advances in order to enter information in the Payables.

Return of Escrow Payments

Payments related to Return of Escrow are issued by the District Court local court locations.
Designated District Court accounting personnel run the Pay Cycle processes to produce a positive
pay file. The positive pay file confirms that payments were created in GEARS are ready for
disbursement. Vendors must be set up for the recipients of the Return of Escrow payment in
order to enter information in the Payables.

The process flow below illustrates the GEARS payment process used for Escrow related
payments.

Review
Run Pay Cycle » Vouchers Selected for Create Payment
Payment

Produce Positive Pay
File

Run Payment Post Finalize Pay File
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Lesson 2: Reviewing Vendor Information

Lesson Overview

Though the Systems and Fiscal Compliance unit manages vendor information, Local court and
Judiciary department locations have inquiry access to vendor records including the ability to
search and retrieve vendor information to manage their respective Procure-to- Pay transactions.
Vendor Inquiry is done through the Review VVendor component.

In GEARS, vendor information includes the following:

e Vendor name(s)

e Social Security Number (SSN)/Tax identification Number (TIN)

o Status, vendor class, and other basic business information that tells you what kind of
vendor you are entering

e 1099 status (whether a vendor is a 1099 vendor or not)

o Physical addresses for the vendor

e Avendor's mail code (remit-to address code)

NOTES:

e When a new vendor is created and saved, the system generates a 10-digit vendor ID. The
vendor's SSN or TIN is also entered as a vendor identifier in the system.

e When searching for a vendor in the system, you can use any of the data elements entered
on the vendor record including the vendor ID or the vendor's SSN or TIN.

e The vendor's SSN/TIN and mail code combination is stored in the Short Vendor Name
field in the following format: 000000000-000. For example, the Short Vendor Name
field may display 123456789-000

Lesson Objectives
After completing this lesson, you should be able to:

o Search for vendor and review the vendor's information
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2.1 Searching for Vendors
Once vendors have been established and saved, you can search for the vendor record using the

Review Vendors search page. Use the Review Vendors page to search by name, short vendor
name (social security number/tax identification number), vendor status, and physical location
(address, city, state, zip code), among other criteria.
After completing this topic, you will be able to:

e Use the Review Vendors page to search for and review summary vendor information

Procedure

In this topic, you will search for a vendor using the Vendor Information - Review Vendors
page.

Step Action

1. Navigate to the Review Vendors search page.

Click the Vendors link.

2. Click the Vendor Information link.

Eendor Information

3. Click the Add/Update link.

4, Click the Review Vendors link.

Review Vendors
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Vendors > VendorInformation » Add/Update > Review Vendors

ElNewwindow 7 Help [ Personalize Page %, hip
Review Vendors

“SetiD: EHARE Q Vendor ID: Q

Name: Equalto S shonName: Equalto | I

Withholding Name: Equalto v Classification: g

Vendor Status: T Type: T
Persistence: -

Address: Equalto h City: ‘

Customer Number: Country: Q

1D Type: Taxldentification Number  ~ [ g [ e

VAT Registration ID: Postal:

Withholding Tax ID: Bank Account #: [

Search Clear Add Vendor

Step Action

5. The Review Vendors page displays.

The Review Vendors page is used to find and view summary vendor information
and to access a vendor record to review and update, when needed.

6. To begin a search, use one or more of several search options to narrow your search.
When you enter less criteria the system retrieves more vendor records.

In the top section, you may search by the following fields:

- Name

- Short (Vendor) Name (Social Security Number / Tax Identification Number and
Mail Code Combination)

- Vendor ID

- Vendor Status

- Vendor Type

7. Use other search options including vendor address components such as street
Address, City, State, and Zip Code.

8. Click the Search button.
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ORrRACLE

Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

{‘:;QGEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Add fo Favorites | Sign oul

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors

“SetiD: SHARE a Vendor ID: Q

Name: Equal to v [Verizon Equal to - [s

Withholding Name: Equalto - e g

Vendor Status: T Type: T
Persistence: hd

Address: Equalto - | City: [

Customer Number: Country: Q

ID Type: TaxIdentification Number - | State: Qa

VAT Registration ID: Postal:

Withholding Tax ID: [ Bank Account #: [ A

Search Clear Add Vendor

SetlD

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

SHARE

Additional Vendor Info | Audit Information

Vendor ID Name 1 ShortName Address city State  Country  Efective Status
0000004122 F VERIZON 230397860-001 PO BOX 4832 TRENTON NJ UsA Active
0000004183 VERIZON 232743964-006 PO BOX 650457 DALLAS ™ UsA Active
0000005278 & VERIZON 520270070-000 POBOX 17577 BALTIMORE MD UsA Active
0000005279 & VERIZON 520270070-001 PO BOX 28001 bii‘l‘éﬁ PA UsA Active
0000005281 5 VERIZON 520270070-004 PO BOX 660720 DALLAS Tx UsA Active
0000005283 F VERIZON 520270070-011 PO BOX 646 BALTIMORE MD UsA Active
0000005284 5] VERIZON 520270070-015 POBOX 17577 BALTIMORE MD UsA Active o
0000005285 7 VERIZON 520270070-016 PO BOX 646 BALTIMORE MD UsA Active
0000005286 5] VERIZON 520270070-019 POBOX 4832 TRENTON NJ UsA Active

SHARE

Step

Action

The Search Results grid displays a list of vendors matching your search criteria.

The Main Information tab for the vendor(s) listed is also displayed. This tab
provides basic vendor identifying information, including:

- Vendor ID

- Name 1 (legal name)

- Short (Vendor) Name (Vendor SSN/TIN and Mail Code combination)

- Address Information

- Effective Status (of the Address - Active or Inactive)

10.

Click the Additional Vendor Info tab.

| additional Vendor Info |
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Vendors > VendorInformation » Add/Update > Review Vendors

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors
“SetiD: SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - Classi g
Vendor Status: T Type: T
Persistence: hd
Address: Equalto - | City: [
Customer Number: Country: Q
ID Type: TaxIdentification Number - | State: Qa
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
Search Clear

Add Vendor

Personaize | Find | view A1 | B | B st K qg9019 1 aat

wain information | (UL RSN U ( Audt nformation

Status  Classification Persistence  ARNumber Withholding ~ Wihd Name VAT Vendor Open For Ordering  Sanctions Status.

Approved  Outside Party Regular Valid

Approved  Outside Party Regular valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular valid b
Approved  Outside Party Regular Valid

Step Action

11. The Additional Vendor Info tab displays.

On the Additional Vendor Info tab vie the following information:

- Vendor's status (e.g., Approved, Denied, Unapproved (pending approval))

- Classification (type of vendor)

- Persistence (frequency of use, e.g., "Regular"),

- Open for Ordering status (when a vendor is approved and this flag is selected, a
vendor can be used of transactions)

12. Click the Audit Information tab.
| Audit information |
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ORrRACLE

Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

o

ENewwindow 7 Help [

GEARS

General Enterprise And Resource Support

Sign oul

Personalize Page 1B, htip

Search Results

Review Vendors
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - e g
Vendor Status: T Type: T
Persistence: hd
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: TaxIdentification Number - | State: aQ
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
| search | Clear | Add Vendor

Last Activity Date
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013

02122013

02122013

Last Modified By Last modified date

ADC_CONVERSION 0211213 6:34PM
ADC_CONVERSION 0271213 6:34PM
AOC_CONVERSION 02/1213 6:39PM
ADC_CONVERSION 0211213 6:39PM
ADC_CONVERSION 02/1213 6:39PM
AOC_CONVERSION 02/1213 6:39PM
ADC_CONVERSION 0211213 6:39PM
ADC_CONVERSION 02/1213 6:36PM

AQC_CONVERSION 02/12A3 6:36PM

Created By
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_GONVERSION
AOC_CONVERSION
AOC_CONVERSION

AQC_CONVERSION

Created Date/time
01/2513 9:38PM
0172513 9:39PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM

Step Action

13.

The Audit Information tab displays vendor record activity, including the user 1D of
who created and last modified the record and when.

ORACLE

Home | Workist | MuliChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > Wendors > Vendor Information > Add/Update > Review Vendors

ENew Window 7 Help

[ Personalizs Page [ hitp =

Search Results

Review Vendors
SearchCriteria
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - Q
Withholding Name: Equalto - e g
Vendor Status: T Type: T
Persistence: T
Address: Equal to - City: [
Customer Number: Country: Q
1D Type: Tax|dentification Number - | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
| search | [ Clear | Add Vendor

Last Activity Date
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013

020122013

Last Modified By

AOC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

AOC_CONVERSION

Last modified date
02/1213 6:34PM
0211213 6:34PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:39PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:36PM

02/1213 6:36PM

Created By
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_GONVERSION
AOC_CONVERSION
AOC_CONVERSION

AOC_CONVERSION

Created Dateltime

012513 9:38PM

0172513 9:39PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM

0172513 9:43PM
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Step Action

14, To start a new search, use the Clear button to erase your current search criteria.

Then enter new search criteria, as desired.

15. You have successfully completed the Searching for Vendors topic.

You have learned how to:

- Search for a vendor using the Review Vendor page
- Review vendor information

End of Procedure.
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Lesson 3: Entering Vouchers

Lesson Overview

Working Fund check requests / advances and Return of Escrow payments are created without
referencing a source documents (i.e., a purchase order or purchase order receipt). This type of
voucher is called a non-PO voucher. When you create a non-PO voucher, all voucher header,
line, and distribution (Chartfield) information has to be entered in the respective sections of the
voucher.

Lesson Objectives
After completing this topic, you will be able to:

o Create a non-PO voucher for a Working Fund check request or advance

e Create a non-PO voucher for a Return of Escrow Enter header, line and distribution
details for a voucher

e Budget check a voucher

o Verify the budget status for a voucher

3.1 Reviewing a Voucher
A voucher contains several tabs / pages which provide summary and details, including:

Summary tab
Related Documents
Invoice Information
Payment

Errors

In this topic you will review the pages within the voucher component.

After completing this topic, you will have reviewed the following information within the voucher
component:

Voucher statuses

Voucher summary information

Voucher related transaction information

Invoice information

Payment options (e.g., payment method, hold options, payment messages)

Payment schedule options (e.g., scheduling payments vs recording manual payments)

e View voucher errors that may occur during the Voucher Build process (related to Return
of Escrow vouchers)

Procedure

In this topic, you will review the pages within the voucher entry component.
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OrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry
) [] Related Content & New Window 7 Help [& Personalize Page B ntip
m Related Documents | Invoice Information " AOC MD Payment ' Paymenis ' Voucher Aftributes | Error Summary
Voucher St:yle: URU:;ULAT:rga :::Z:Zz::l:a\: ?Z’;wg usD
Seteani s oo rentedor aikemchboa
' wosestr o
Doc Tol Status: Valid ERS Type: Not Applicable
[E) save Q. Refurnto Search |[Z] Motfy | | Refresh B Add
Summary | Related Documents | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
Step Action
1. The Summary page of the voucher lists a summary of the voucher gross amount,
payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.
The Summary page only displays after a voucher is saved.
2. The voucher statuses display in the bottom left corner of the page including:
- Entry Status
- Approval Status
- Budget Status
- Post Status
3. The Voucher Source field indicates the voucher's source. For Return of Escrow and
Working Fund petty cash or advances vouchers the voucher source is "Online".
4, You can review when the voucher was created, by whom, and when it was last
modified.
5. When applicable, you can access the inquiry pages of related transactions using the
View Related drop-down list.
6. Click the View Related list.
| Payment Inguiry - |
7. In this example, click the Payment Inquiry list item.
Payment Inquiry
8. Click the Go link to open the inquiry page.
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5@

-

C))J@ http:/foracleld.coutsistaten. S~ & X || @ payment

xu.

~——

S

GEARS

General Enterprise And Resource Support

(= ]|
ARAT

File Edit View Favorites Tools Help

Options ~ |

X Find: [ history | Previous Next |

Favorites

Payment Inquiry

Search Criteria

Search Name

Vendor Hame [

s

*Amount Rule

Amount [

Currency [
Bank setiD
Bank Code
Bank Account
Bank Account #
Reference

pppP A

Payment Date [
Payment Method
Pay Cycle [

Seq Num [
Payment Status
Remit SetiD
Remit Vendor

Jep ps |

Settle By
Settlement Status

.

Workist | MuttiChannel Console | Add to Favorites

Home |
Main Menu > Accounts Payable > Review Accounts Payable Info > Payments > Payment

I New Window ? Help [ Personalize Page &

hitp +

m

Action

The inquiry page opens in a new window.

After reviewing the inquiry page, click the Close button to return to the voucher.

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Add to Favortes |

=] Related Content  &1NewWindow 7 Help [ Personalize Page &,
m' Relaled Documents |/ Invoice Information " AOC MD Payment " Paymenis " Voucher Attibutes " Error Summary

Business Unit: MDJUD Invoice Date: 04012013
Voucher ID: 00000093 Invoice No: STP-2300
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now

200 Pear Tree Ln Voucher Source: Online

Strongsvill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04012013
Approval Status: Approved Created By: elisha.archinold
Post Status: Posted Modified: 0410772013

Modified By: tara.dean

Doc Tol Status: valid ERS Type: Not Applicalle
Budget Status: valid Close Status: Open
Budget Misc Status: valid
“View Related Purchase Order Inquiry -

& Save | |\ Relumio Search  |[Z] MNofify | | Refresh |

Summary| Related D | Invoice

|Beadd| [ Update/Display,

| AOC MD Payment | Payments | Voucher Affributes | Error Summary

hitp

Sign out
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Step Action

10. The Summary page for the voucher displays.

Click the Related Documents tab.
| Related Documents |

ORACLE

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[*] Related Content #1NewWindow 7 Help [ Personalize Page B htip

summary  (GEECCEEEIEN  invoice Information AOC WD Payment | Paymens Voucher Afiributes [~ Error Summary

Action:
Business Unit: MDJUD Invoice No: s on
Voucher ID: 00000082 Invoice Date: 3 M
Voucher Style: Regular Voucher i

Vendor ID: 0000000009
~ Payment Details

Scheduledto Payment  Remit Remitting  Payment Gross Payment

Payment Status = i am— SetiD Remit Vendor e Method [ — Paid Amount Payment Curre
[2 Requested for Payment 04/01/2013 SHARE 0000000009 5] 1.CHK 72.00 UsD
<

m ]

~ Voucher Line - PO Information

Save [ Returnto Search Notfy i, Refresh Ev-Ada| | -UpdateDisplay
¢

Invoice  Receiving Business Receiver Shipping Unit of Applied Receiver Merch "
— = Recoipt Number  Receipt Line (2 ter Quantity Entered (7% 20E Merchandise Amo
B MDJUD 0000000105 1 1 1.0000 EA 72.000

[ m | ,

Step Action

11. The Related Documents page displays.

This page displays documents that have been associated with the voucher, including
payments, purchase orders, and receipts (if applicable).

12. The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). This information
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed on the AOC
MD Payment page.

13. Click the Invoice Information tab.
| Invoice Information |
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OrACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry
) ‘ [] Related Content & New Window 7 Help (& Personalize Page B htp ~
Summary " Related Documents AOC WD Payment '~ Payments '~ Noucher Attributes ( Error Summary
Business Unit: MDJUD Invoice No: Action:
Voucher ID: 00000093 Invoice Date: e
Voucher Style: Regular Voucher Accounting Date: Run
Vendor ID: STAPLES Session Defaults
Sorame: Ssonge o0 25571 Atachments (1
‘Address; Comments(1}
Advanced Vendor Search
Invoice Lines: 7200 *Pay Terms: = Due Now L
*Currency: Basis Date Type: AcctDate e 5 1
Miscellaneous: =] oo
Froight: = Non Merchandise Summary Printinvoice
Total:
Difference: 0.00
Calculate PO Unit:
PO Number:
Copy From: Go
= ¢ »
Line: 1 Item: UOM: (L
*Distribute by: Unit Price: Quantity:
Ship To: 02 Line Amount: Force Price
SpeedChart: Description:
One Asset -
im &
Calculate Purchase Order & Receiver Info
Associate Receiver(s) -
4 m »
Step Action

14. The Invoice Information page displays.

Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.

15. The voucher header contains high-level information about the voucher including,
the voucher ID, invoice number and date, accounting date, vendor information, and
the total amount of the voucher.

16. Voucher attachments and comments are added in the voucher header.

Add attachments or comments using the corresponding links in the header. The
number of attachments or comments added is indicated next to the hyperlink.

In this example, one attachment and one comment has been added.

17. The Accounting Date field for the voucher displays beneath the Invoice Date field
at the top on the page.

The Accounting Date is used to determine the date the transaction will be posted to
the General Ledger. This date defaults to the current date.

18. The payment terms default in the Pay Terms field. Use the Look up button to
identify different payment terms, if applicable.

19. Every voucher must contain at least one invoice line to be saved.

Line information is entered or copied to into the Invoice Lines section of the
voucher.
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Step

Action

20.

In the Invoice Lines section, the Distribute By field is required and defaults as
"Amount." This indicates that you will distribute the cost of the line item by amount
rather than quantity.

If applicable, you can select "Quantity" to distribute the cost of the line item by
quantity. This is applicable on to non-PO vouchers.

21.

Each invoice line must have at least one distribution line (funding source).

22.

In the Distribution Lines section, the following Chartfield information displays on
the GL Chart tab:

- Account

- Batch Agency

- Fund

- Program

- Appropriation Number

- Appropriation Year

- Program Cost Account (PCA)

- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)

- Activity (Grants and Capital Projects)

23.

Click the Payment link at the bottom of the page.

NOTE: You can also access payment information by clicking the Payments tab at
the top of the page.

ORACLE

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

[*] Related Content (&NewWindow 7 Help [ Personalize Page B, htp ~

300 Pear Tree Ln
Strongsvill, OH 28371

*Action:

Pay:

Scheduled Due:
Net Due:
Discount Due:

Accounting Date:

Payment Options

*Bank: VAN Pay Group: Vendor Bank

*Account: VAN *Handling: RE Messages

*Method: CHK Check *Netting: Not Applicable

ucin: 5 Hold Reason: Hold Payment
Separate Payment

Message:

Message will appear on remittance advice.

Schedule Payment Payment Date:

Reference:

Summary " Related Documents | Invoice Information | AOC MD Payment Voucher Afiributes | Error Summary

Business Unit: MDJUD Invoice No: STP Action:

Voucher ID: 00000093 Invoice Date: 04/0 T
Voucher Style: Regular Voucher Run

Total Amount: 7200

Vendor Name: STAPLES +Pay Terms: NET0D Due Now ScheduleBaymenis

E=

Payment: 1
*Remit to: = Gross Amount: 200] ysp Payment Inquiry

Location: piscomt: | omw UsD Express Payment e
“Addross: Payment Comments (0)

STAPLES Holidav/Currency
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Step Action

24. The Payments page displays.

This page is used to update payment information including the payment options and
payment schedule information.

This page is updated by authorized users only.

25. In the Payment Options section, payment methods can be selected in the Method
field. Payment methods include:

- System Check (Default)

- Manual Check (Working Fund advances and check requests)

Payor bank information defaults in the Bank and Account fields.

26. Payment messages for Return of Escrow payments can be added using the Messages
link.
217. At the bottom of the page, in the Schedule Payment section, the field is used to

specify the payment action for the voucher.

28. Click the Error Summary tab.
| Error Summary |

ORrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[] Related Content & New Window 7 Help [& Personalize Page B ntip
Summary "/ Relaled Documents | Invoice Information " ( AOC MD Payment " ( Paymenis "/ Voucher Attributes )

Business Unit: MDJUD Invoice Number: STP-2309

Voucher ID: 00000093 Invoice Date: 04/01/2013

Style: Regular Voucher Total: 72.00 usD
This Voucher does not have any errors

[E) Save & RetumnioSearch |[=] Motify | | Refresh [Ex Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
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Step Action

29. The Error Summary page displays. The Error Summary page typically shows
voucher errors that may occur during Voucher Build.
View any voucher header, line, and distribution line errors that have prevented the
voucher from being processed.

30. You have successfully completed the Reviewing a Voucher topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment options (e.g., payment method, hold options, payment messages)
- Viewing payment schedule options (e.g., scheduling payments vs recording
manual payments)

- Viewing voucher errors

End of Procedure.

Page 23




Training Guide e
AP250-WFE Managing Working Fund and < GEARS

Escrow Payments {} General Enterprise And Resource Support

3.2 Understanding Voucher Entry
Generally, voucher entry and processing includes the following steps:

Create and save the voucher

Process the voucher

Approve the voucher within court or department
Create and process voucher control groups (DBF Only)
Post vouchers (DBF Only)

Generate General Ledger journals (DBF Only)

oL PE

The table below describes each step in the voucher entry process.

Voucher Step Description

1. Create and save voucher Avoucher is created either through online entry.

Local court and Judiciary departments run on-demand (immediate) processes to prepare the
voucher for approval and posting. These processes include:

» Matching: compares voucher lines with referenced purchase order and receipt lines to
verify that what was ordered is being paid. This process is also refemed to as three-way
matching.

» Budget Checking: validates accounting information

» Document Tolerance: verifies that the amount of the voucher lines copied from a
purchase orderline does not exceed the defined tolerance percentage/amount

2. Process voucher

NOTE: Non-purchase order vouchers only require Budget Checking.

Vouchers are approved within the court or department that the voucher was oniginated. Voucher
approval routings vary forthe following voucher types:

3. Approve voucher + Employee Re-imbursements
+ Local Courts
+ Judicial Information Systems (JIS)

Once voucher have been processed, the DBF Accounts Payable Supervisor creates voucher

control groups and submits them for review by the designated DBF personnel
4. Create and review voucher control

groups (DBF) Voucher accounting lines and attached documentation are venfied in the control group. Comections
are made, if needed. The control group can also be deleted, if applicable.

Afterthe voucher control group has been verified, vouchers are then posted using the Voucher
5. Post vouchers (DBF) Post pracess. This process creates accounting entries and posts them to the Payables module.

6. Generate General Ledger journals Once voucher accounting entries are created and posted in Payables, the Journal Generator
(DBF) process is run by DBF to create comesponding General Ledger Jounal entries.
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3.3 Entering Vouchers for Working Fund Petty Cash and Advances

3.3.1 Recording Manual Payments

Check requests and advances for petty cash related to the Working Fund are issued through
manual checks. This payment process does not use the Pay Cycle. However, the payments are
recorded in GEARS using a voucher for accounting.

After the completion of this topic, you will be able to:

e Enter a voucher to record a manual payment
e Process the voucher

Procedure

In this topic, you learn how to create a payment manually.

Step Action
1. Scroll down to the Accounts Payable link.
2. Click the Accounts Payable link.
[l Accounts Payable]
3. Click the Vouchers link.
4, Click the Add/Update link.
5. Click the Regular Entry link.
Regular Entry]
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Find an Existing Value MdaNEWVHIe

Business Unit: Q

Voucher ID: [

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: 0w

Gross Invoice Amount: T oo
Freight Amount: I T
Misc Charge Amount: oo

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a New Value

Home | Workist || AddtoFavorites | Sign out

& New Window

Step Action

6. The Voucher search page displays.

petty cash disbursements.

Select the appropriate Business Unit. The Business Unit WRK99 is used to record

7. Click the Voucher Style dropdown list.
| Regular Voucher vl

8. Select the Single Payment Voucher list item.

Single Payment Voucher

9. Click the Look up Short Vendor Name button.

=
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Look Up Short Vendor Name
i:zlrJl:Vendol Name: begins with - \SHARE
Hame 1: begins with = |
Vendor ID: begins with = |
| Lookup || Clear | Cancal |Basic Lookun
Search Results
e 00 Fist G 1o 3 Lt
Step Action
10. The Look Up Short Vender Name window displays.
Click the 999999999-1 link.
11. Enter an appropriate Invoice Number into the Invoice Number field.
PeopleSoft checks for duplicates and will not allow you to proceed if there is a
duplicate. For the purposes of recording petty cash disbursements, you can develop a
unique number by combining the date with a payment sequence number for the day,
as shown in the following examples: 052113-1, 052113-2, 052113-3, etc.
12. Enter the desired information into the Invoice Date field. Enter "t" if you want to
enter today's date.
13. Enter the desired information into the Gross Invoice Amount field. Enter "500".
14. If you are working with more than 1 voucher line for the purposes of itemization,
you can specify the number of lines you want to appear in the voucher.
15. Click the Add button.
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

(YL 1Ml ( AOC MD Payment ( Paymenis | Voucher Afiibutes

[*|Related Content & New Window ? Help [ Personalize Page \Gihttp *

Business Unit: MDJUD Invoice No: Action:

Voucher ID: NEXT Invoice Date: & T
Voucher Style: Regular Voucher Accounting Date: 0410312013 (1 Run

Vendor ID: 0000000008 QA stapLES Session Defaults

STAPLESD1-1
Q300 Pear Tree Ln tachments (0
Location: 1 @ Stongswll, OH 28371 Alachments (0}
| Comments (0

“Address: 1 Q

Advanced Vendor Search

Control Group: [ CPayTems: = [NETo Q. pue Now

Invoice Lines: 0.0 Basis Date Type: AcctDate

> Non Summary 5 :

~Currency: [ usDQ Print Invoice C
Miscellaneous: il

Freight: =

Total: 0.00

‘Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q Copy PO
Copy From: None - Go
Invoice Lines Find | View a1 First Kl 1 014 I Last
=

Line: 1 Item: A uom: Q

*Distribute by: Amount ~ Unit Price: Quantity:

Ship To: 89 Q. Line Amount:

SpeedChart: Q. Dpescription:

[C]One Asset

Calculate

Personalze | Find | view A | B | 2

B  echange Rafe [ Stafistis ) Assels

Step Action

16. The Voucher - Invoice Information page displays.

Enter the desired information into the Invoice No field. Enter "SPLS 5678".

17. Enter the desired information into the Invoice Date field.

18. Enter the desired information into the Line Amount field. Enter "25".
19. Enter the desired information into the Description field.

20. Enter the desired information into the Account field.

21. Enter the desired information into the Batch Agy field.

22. Enter the desired information into the Fund field.

23. Enter the desired information into the Program field.

24, Move the scrollbar to the right to reveal additional fields.
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OoRrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
Vendor ID: 0000000009 QA sTapLES Session Defaults
STAPLESD1-1
& 300PearTree Ln tachments (0
Location: 1 @ Strongsvll, OH 28371 Alachments (0}
Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: q  PayTerms: 7 [NEToO A pue Now |-
\nvoice Lines: 000 Basis Date Type: AcctDale
Non Summary
~Currency: [ usDa, Print Invoice
Miscellaneous: il
Freight: =
Total: 0.00
‘Copy From Source Document
Difference: 0.00 PO Unit: @
Calculate PO Number: @ Copy PO
Copy From: None - Go
Invoice Lines Find | View Al First B 4 of4 D Last
=
Line: 1 Item: A uom: Q
*Distribute by: Amount M Unit Price: Quanfity: £
Ship To: 89 @ Line Amount: 25.00
SpeedChart: Q. Dpescription: One Time Test Payment
[C]One Asset
Calculate
Personaize | Fand | view 20 | B | B mrst D qora O ot
Exchange Rate ~ Statistics | Assels
;::f" Line  Merchandise Amt Quantity nt  Openitem :‘;';:" Fund  Dept Program ::;’::r Approp Yr  PCA
Bl @ 1 25.00 <Y Q [c2s @ (o001 Q [boos @ Q Q fe!
g T — E
& save | =] Nefify | | Refresh | B Add | Update/Display
Invoice | ADC MD Payment | Payments | Voucher Aftributes |5

AP250-WFE Managing Working Fund
and Escrow Payments

Step

Action

25.

Enter the desired information into the Approp Y field. Enter "ay2013".

26.

Enter the desired information into the PCA field. Enter "60183",

27.

Click the Save button.

28.

Click the Action list.

| M |

29.

Click the Budget Checking list item.
[Budget Checking |

30.

Click the Run button. _
[ mo ]
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Do you wantto wait for the process to be completed? Voucher will be displayed after
process ends. (7050,54)

Step Action

31. Click the Yes button.

32. Click the Payments tab.

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

Favortes = Main Menu > AccountsPayable > Vouchers > Add/Update » Reguar Entry

[~] Related Content 0 New Window  ? Help [& Personalize Page 3, hilp
( Summary | Related Documents ' Invoice Information |1 AOC MD Payment [ 0EUE  Voucher Aftributes \* Error Summary |

Business Unit: VDJUD Invoice No: I
Voucher ID: 00000099 Invoice Date: [pawazos @ T

Voucher Styk: Reaulr Voucher
Total Amount: 25.00

Schedule Payments
VendorNams:  STAPLES “Pay Torms: WETOO 2 oye o

Payment information Find | 101
=
Payment: 1
“Remit fo: [oooo0oooos QT Gross Amount: usD Payment Inquiry L
Location: 7 oscous usp ~ Emptess Pament |
“Address: [ a Payment Comments(0)
STAPLES Scheduled Due: [pamaes Holdzucunency

300 Pear Tree Ln Net Due: 04/032013
Discount Due:

Strongswill, OH 28371

Accounting Date:
Payment Options
“Bank: wan @ PayGroup: - Vendor Bank
*Account: boan O Handing: ke A
“Method: [er @ chewk “Netting: Not Applicable -
e T e o e
Separate Payment L
Message: [
Message will appear on remittance advice,

Schedule Payment
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Step

Action

33.

The Payments tab displays.

Scroll down to reveal additional fields.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
Voucher ID: 00000098 Invoice Date: L) v
Voucher Style: Regular Voucher [ Run J
Total Amount: 25.00
Schedule Payments
Vendor Name: STAPLES “Pay Terms: NETOD & pue Now ewmnichode et e
Payment Information Find | View All First & 101 D Last
E=
Payment: 1
“Remit to: 0000000009 QF  Gross Amount: 2500 ysp Payment Inquiry
< Address: T Payment Comments (0)
Holiday/Curren
STAPLES Scheduled Due: 5]
300 Pear Tree Ln Mot Due:

Strongsvill, OH 28371
Discount Due:

Accounting Date:

04/0372013

Payment Options
*Bank: MAIN @, Pay Group: . Vendor Bank
*Account: MAIN @, *Handling: RE Q pessages
*Method: CHK Q@ Check *Netting: Not Applicable -
-
e — - Dvoeremen
Separate Payment
Message: [

Message will appear on remittance advice.

Schedule Payment
“Action: Schedule Payment ~ Payment Date:

Pay: - eferonces

& Save | |\ Relumio Search  |[Z] MNofify | | Refresh |

Summary| Related D | Invoice

L 1
I

| AOC MD Payment | Payments | Voucher Affributes | Error Summary

|Beadd] [FUpsateDisplay,

Step

Action

34.

Click the Look up Method button.

=
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Look Up Method

Bank SetlD:

Bank Code:

Bank Account:
Payment Method: =

LookUp || Glear || Cancel |asicLookup

Search Results

lew 100 First [¢] 1-2of2 [3] Las
ecl

Payment Method

Step Action

35. The Look Up Method window displays.
Click the Manual link.

36. Click the Action list.
| Schedule Payment - |

37. Click the Record a Payment list item.

[Record a Payment |

38. Enter the desired information into the Reference field. Enter a unique reference
number. In this example, "000001" is used.

Be sure to take note of the reference number you use.

39. Click the Save button.
40. You have successfully completed the Creating Manual Payments topic.

You have learned how to:
- Submit a payment using manual entry
End of Procedure.
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3.4 Managing Return of Escrow Vouchers

3.4.1 Running Voucher Build

The Voucher Build process creates vouchers from several sources including Accounts
Receivable Return of Escrow "refunds".

After completing this topic, you will be able to:

e Create a run control for the Voucher Build process
o Enter process request parameters to specify vouchers to be created
e Run and monitor the Voucher Build process

Procedure

In this topic, you will learn how to create run control the VVoucher Build process

Step Action

1. Scroll down to the Accounts Payabale link.

2. Navigate to the Voucher Build page.

Click the Accounts Payable link.
[l Accounts Payable]

3. Click the Batch Processes link.

Batch Processes

4, Click the Vouchers link.

5. Click the Voucher Build link.
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Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers > Woucher Buid

Voucher Build Request

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

ENew Windaw  ? Help 1B hitp

- Search Criteria
Search by: Run Control ID begins with

[ case Sensitive

‘Search  |Advanced Search

Find an Existing Value | Add a New Value

Step Action
6. The Voucher Build Request - Find an Existing Value page displays.
If you have already created a run control ID for this process, you can search for it on
the Find an Existing Value page.
When running the process for the first time, you must create a new run control on
the Add a New Value tab.
7. In this topic, you will create a new run control. Click the Add a New Value tab.

| Add a New Value |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Accounts Payable > Batch Processes > Vouchers > Voucher Buid

ENew Windaw  ? Help 1B hitp

Voucher Build Request

Find an Existing Value MdaNEWVHIe

Run Control ID:|

Add

Find an Existing Value | Add a New Value

Step Action

8. The Voucher Build Request - Add a New Value page displays.

Enter valid run control ID into the Run Control ID field.

9. Click the A_dd button.
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ORrRACLE

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Accounts Payable > Batch Processes > Vouchers > Voucher Buid

Process Messages | Build Erors

Run Control ID: PSBIP1000000050 ReporiManager  Process Monitor Ry

FNewWindow ? Help [& Personalize Page ) hitp

Run Control Options

“RequestID: [

Description: 7

From Date: [ |0 [ Assigninvoice ID

To Date: [ |50 [ Assign invoice Dat

“Process Option: Process All Units -

“oucher Sources: New Voucher Data - [C] Autopilot Run Control

Selection Parameters

personlize | Find | B | 3 Fist K o4 O (ost

Business Unit

Personaize | Find | B | % et KL qor1 O Loat

“Voucher Build Interfaces Publish Voucher Messages

- B =]
[E save [=] Notify i, Refresh Es Add Update/Display
Voucher Build | Pracess Messages | Build Errors

Step Action

10. The Voucher Build page displays.

Enter the desired information into the Request ID field. Enter "1".

11. Enter the desired information into the Description field. Enter "Return of Escrow".

12. Verify that the Process Option field displays "Process All Units".

13. Verify that the Voucher Sources field displays "New Voucher Data".

14, Click the Voucher Build Interfaces list.

15. Click the Receivables Customer Refunds list item.

16. Click the_ Save button.

17. Click the Run button.
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Batch Processes > Vouchers > Voucher Buid
FNew Window [ Personalize Page B} hitp

Process Scheduler Request

User ID: kenwn1 Run Control ID: PSBIP1000000050
server Name: [N ~ Run Date:[02/18/2013 [
Recurrence: - Run Time: |5:14:36PM Reset o Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type “Format Distribution
Vioucher Build AP_VCHRELD fpplication Engine  Web = TXT ~+ Distribution
oK | Cancel | Refresh |

Step Action

18. The Process Scheduler Request page displays.
Verify that the Voucher Build (AP_VCHRBLD) process is selected.

Click the O_K button.

19. The Voucher Build page displays once again.

Click the Process Monitor link.
Process Monito
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| process Lst SR

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers > Voucher Buid

[ Actio

{3@

GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

& Newwindow [ Personaiize Page [ http

User ID|ken.vp1 Q Type ~ Last

Run Status - Distribution Status

Process Lis

Select Instance Seq. Process Type Process Name User
16335 Application Engine AP_VCHRELD ken.pi
16330 Application Engine AR_REFUND  ken.w1
16322 PSJob ARUPDATE  kenp1
16315 PSJob ARUPDATE  ken.wpi
16302 PSJob BLOB03 ken.m1

Go back to Voucher Build Request
&) save [=] Notfy

Process List| Server List

- 1 Days

Server ~  MName @ Instance to

- Save On Refresh

Run DateTime

02/19/2013 5:14:36PMEST
021972013 4:58:02PMEST
02/19/2013 454:38PMEST
02/19/2013 4:46:30PMEST
021972013 4:41:41PMEST

Queued
Success
Success
Success

Success

- Refresh

Distribution

Status
NIA

Posted
Posted
Posted
Posted

Details

Step

Action

20.

The Process List displays.

Click the Refresh button.

21.

- the Run Status displays "Success"
- the Distribution Status displays "Posted"

After the process has completed successfully, the following statuses should display:

22.

You have learned how to:

End of Procedure.

You have successfully completed the Running Voucher Build topic.

- Create a new run control for the Voucher Build process
- Specify process request parameters to build Return of Escrow vouchers
- Run the Voucher Build process

3.4.2 Reviewing Vouchers Created in Voucher Build

After Voucher Build has run successfully, you can view, update, and process the vouchers in the
Voucher component. Return of Escrow vouchers created through VVoucher Build have a voucher
source of "Receivables Customer Refunds”. Use the Voucher Source field on the Voucher -
Find an Existing Value page to conduct your search along with other search fields, as

applicable.
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Once you have accessed the voucher, you can update the payment options, including payment
messages. Payment messages are pre-defined and will print on the remittance advice. You can
add payment message from the Payments tab on the voucher.

After completing this topic, you will be able to:

o Locate voucher created through the VVoucher Build process
e Update vouchers with payment messages

Procedure

In this topic, you will review how to locate and view vouchers built using the Voucher Build
process. You will also update the voucher with payment messages that will print on the
remittance advice.

Step Action

1. Navigate to the Voucher page.

Click the Accounts Payable link.
|l Accounts Payablel

2. Click the Vouchers link.

3. Click the Add/Update link.

4, Click the Regular Entry link.
Reqular Entry
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Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
Voucher

Find an Existing Value [

{§QGEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

& New Window &, hitp

Business Unit: ’70\

Voucher ID: N

Voucher Style: Regular Voucher -
Short Vendor Name: e

Vendor ID: ’70\

Vendor Location: [ ¢

Address Sequence Number: | 0/Q

Invoice Number: ’—
Invoice Date: T w

Gross Invoice Amount: T oo
Freight Amount: oo
Sales Tax Amount: [ oooo
Entered VAT Amount: T oo
Misc Charge Amount: T oo

Tax Exempt Flag 0

Estimated No. of Invoice Lines:| 1

Add

Find an Existing Value | Add a New Value

Step Action

If you have already created a run control
the Find an Existing Value page.

the Add a New Value tab.

The Voucher - Add a New Value page displays.

When running the process for the first time, you must create a new run control on

ID for this process, you can search for it on

an Existing Value tab.
| Find an Existing Value |

To search for vouchers created through the Voucher Build process, click the Find
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Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Voucher

Enter anyinformation you have and click Search. Leave fields blank for a list of all values

[ Find an Exsting Value [ ERTACITD

[2¢ Search Cxitonin R TN o e

Business Unit: = - ’70\
Voucher ID: beginswith [
Invoice Number:  beginswith v [
Invoice Date: = - w
Short Vendor Name: beginswith =
Vendor ID: beginswith ~[ qQ

Name 1: begins with ~ ’7
Voucher Style: = - -
Related Voucher:  beginswith ~ [
Entry Status: = - -
Voucher Source: = - -

[T case Sensitive

Search Clear |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

& New Window &, hitp

Step Action

7. The Voucher - Find and Existing Value page displays.

Enter your Business Unit. In this case, enter "MDJUD"

8. Click the Voucher Source list.

| h |

9. Click the Receivables Customer Refunds list item.

|Receivables Customer Refunds |

10. Enter other criteria such as Short Vendor Name, Namel, or VVendor ID.

11. Click the appropriate link. In this example, click the 00000087 link.

000000ay
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ORrRACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*lRelated Content & NewWindow ? Help [& Personalize Page &, hitp
Related Documents ' Invoice Information | AOC MD Payment |/ Payments |/ Voucher Affributes |/ Error Summary

Business Unit: MDJUD Invoice Date: 02/19/2013
Voucher ID: 00000076 Invoice No: 1000000054
Voucher Style: Regular Invoice Total: 200.00 UsD
Contract ID:
Vendor Name: Burt Reynolds Pay Terms: Due Now
123 Main Street Voucher Source: Recelvables Customer Refunds
Annapalis, MD 21403
Entry Status: Postable Origin: RFD
Match Status: Mo Match Created: 02/19/2013
Approval Status: Approved Created By: kenvp1
Post Status: Posted Modified: 02/202013
Modified By: sheryl.pearson
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry v
[E) save | [/ Remtosearcn| 15] Previousinlist | [+5] =0 i =] notty | | Refresn Es Add UpdateDispla

Summary | Related Documents | Invoice Information | AOC MD Pavment | Pavments | Voucher Attributes | Error Summary

Step Action

12. The Summary tab displays.

Verify that the voucher statuses displays the following:
- Entry Status reads "Postable"

- Budget Status reads "Valid"

These statuses indicate that the voucher can be posted and paid.

13. Click the Invoice Information tab.
| Invoice Information |
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Favorites

Home | Workist |

Main Menu > AccountsPayable > Vouchers ; Add/Update » Regulr Entry

Business Unit:
Voucher ID:
Voucher Style:

WDJUD
00000076
Regular Voucher

Summary | Related Documents w AOC MD Payment

[*] Related Content

WutiChannel Console | Add to Favortes |

FNewWindow ? Help [& Personalize Page &

Sign out

hitp

Payments |{ Voucher Affributes )/ Error Summary
Invoice No: [1000000054 ] Action:
Invoice Date: 0211912013 -
Accounting Date: 02/19/2013 | Run

Vendor ID:

99940668-001

Location:

“Address:

Advanced Vendor Search
Control Group:

Invoice Lines:

*Currency:
Miscellaneous:
Freight:

Total:

001

Burt Reynolds
123 Main Street
Annapolis, MD 21403

*Pay Terms:

Basis Date Type:

Difference:

Invoice Lines

Line:
*Distribute by:
Ship To:
SpeedChart:

~ Distribution Lines
r =

2
89

Non Summary

NETO0
Acct Date

Copy From Source Document

PO Unit:
PO Number:
Copy From:

ftem:
Unit Price:
Line Amount:

E Quantity:
200.00

Session Defaults

Attachments (0
Comments(0

Due Now

Printinvoice

GopyPo,

Find | View A1 First El 104 I Last

i

["|One Asset

Frst Kl 1 or1 O Last

Personalize | Find |

. =

.

n

Step Action

14.

needed.

The Invoice Information tab displays.

Review the voucher header, line, and distribution. Update the information, as

15.

Click the Payments link.
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Favorites

( Summary | Related Documents

Invoice Information

Main Menu > AccountsPayable > Vouchers » Add/Update » Regulr Entry

| “AOC ND Payment

Home |

Workiist | MuliChannel Console | Add to Favorites | Sign out

[*]Related Content &0 NewWindow ? Help [& Personalize Page &, hitp
 Voucher Affributes * Error Summary |

Payment Information

s Action:
Business Unit: MDJUD Invoice No: 1000000054
21972 I -
Voucher 1D: 00000076 Invoice Date: 021192013
Voucher Style: Regular Voucher [ By |
Total Amount: 200.00
Schedule:Payment
Vendor ame: ButRemolds *Pay Terms: NET00 Due Now oo ccle 26y ment ]

Last
Payment: 1
“Remit to: 0000010444 = Gross Amount: 200.00] ysp Payment Inquiry £
Address: A ] Payment Comments(0}

HolidaviCurrency

Burt Reynolds Scheduled Due: 0211912013
123 Main Street Net Due: 0211912013
Annapolis, MD 21403

Discount Due:

Accounting Date:

02119/2013

Payment Options
*Account: MAIN *Handling: RE
*Method: Check “Hetting: Not Applicable -
[ separate Payment
Message: [ ]
Message will appear on remittance advice.

Schedule Payment

Step

Action

16.

The Payments tab displays,

In the Payment Options section, click the Messages link.

Messages

ist |

MutiChannel Console | Add to Favortes Sign out

Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
[*lRelated Content &0 NewWindow ? Help [& Personalize Page &, hitp
Payment Message
Message:
Additional Message Personalize | Find | Viev 41| B First 1 4 of 4 I3 Last
Message Description Order-By
E —Y [— B
| OK | Cancel Refresh
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Step Action

17. The Payment Message page displays.

Click the Look up Message button to locate and select the appropriate payment
message.

Look Up Message

SetiD: SHARE
Message Code: begins with = |

LookUp | Clear || Cancel |pasicLookup
Search Results

ew 100 First [4] 1-18 of 18 [3] Lasf

Message Code Description

Abandoned Property
Appeal Fees Refunded
Assignment of Bond
Appeal Fees

Appl

Bond with Appeal Fees
Bond Refund

Bond Forfeited to Plaintiff

Bond

Return of Escrow - Refund
Forfeit

Restitution

Rent Escrow

Restitution and Semvice Fees
Restitution

Surrender Fees
Senice Fees
Standard Payment Message

Step Action

18. The Look Up Message window displays.

Click the ESW - Return of Escrow - Refund Message Code link.

19. The Payment Message page displays with the message you have selected.

Click the OK button.

20. The Payments page displays.

Click the_ Save button.

21. After saving the voucher changes, you may have to process the voucher as you
would any other voucher.

Use the Action drop-down list to run "Match, Doc Tol, Bdgt" processes. This
process will budget check the voucher.
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Step Action

22. Click the Action list.

23. Click the Match, Doc Tol, Bdgt list item.

24. Click the Run button.

25. Click the Summary tab verify that the voucher Budget Status is "Valid".

26. You have successfully completed the Reviewing Vouchers Created in Voucher Build
topic.

You have learned how to:

- Locate "refund” vouchers created in VVoucher Build
- Update a voucher with a payment message

End of Procedure.

3.4.3 Viewing Voucher Build Errors
Payables logs errors for any vouchers in "Recycle" status, regardless of whether you entered the

voucher online or whether built through the Voucher Build process. Errors are listed on the
Error Summary page of the voucher. To find vouchers with errors, select "Recycle" in the
Entry Status field on the voucher search page.
View recycled vouchers that result from Voucher Build processing errors, duplicate invoices,
and out-of-balance and Chartfield coding errors on the voucher. This topic discusses how to view
voucher errors through the voucher component.
After completing this topic, you will be able to:

o View voucher errors from the Error Summary page of a voucher
Procedure

In this topic, you will view the voucher error summary to find errors on the voucher.

Step Action

1. Navigate to the Voucher Summary page.

Click the Accounts Payable link.
| Accounts Payable|

2. Click the Vouchers link.
3. Click the Add/Update link.
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Step Action
4, Click the Voucher Search link.
Regular Ent
OrACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Accounts Payable > Vouchers > Add/Update » Voucher Search
ENewwindow 7 Help [ Personalize Page [, ntip
Voucher Sarch
*Business Unit MDJUD Q
Voucher ID ¢} Entry Status -
Invoice Number Q. Voucher Style
Related Voucher [ & Voucher Source
Vendor ID C  a New window
Shoert Vendor Name ¢}
Name Q Search
Step Action
5. The Voucher Search page displays.
Click the Entry Status list.
| d
6. Click the Recycle list item.
[Recycle |
7. Click the Voucher Source list and select the Receivables Customer Refunds list
item.
8. Click the Search button.
9. Select the appropriate link. In this example, click the 00000056 link.

00000056
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| MuliChannel Console | Add to Favorites | Sign out

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

[¥] Related content ) New Window 7 Help [& Personalize Page &, ntp
m' Relaled Documents |/ Invoice Information " AOC MD Payment " Paymenis " Voucher Attibutes " Error Summary

Business Unit: MDJUD Invoice Date: 0100172014
Voucher ID: 00000056 Invoice No: J4P-2014-JAN
Voucher Style: Regular Invoice Total: 10233150 ygp
Vendor Name: Pay Terms: Due Now
25 EASTDRIVE Voucher Source: Contracts
MARGATE 08402
Entry Status: Recycle Origin: ONL
Match Status: No Match Created: 01A512013
Approval Status: Approved Created By: tara.dean
Post Status: Unposted WModified: 0212512013
Modified By: debbie.seipp
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: Not Chid Close Status: Open
Budget Misc Status: valid
“View Related Payment Inquiry - G

2 Save & RelumtoScarch  |[] Moty | |7 Refresh |

Summary| Related D | Invoice | ADOC MD Payment | Payments | Voucher Aftributes | Error Summary

Step Action

10. The Voucher Summary page displays for the voucher.

Click the Error Summary tab.
| Error Summary |

ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[¥] Related Content () New Window 7 Help [& Personalize Page &, ntp
Summary  Related Documents |/ nvoice Information *~ AOC MD Payment * Payments "~ Voucher Aftibutes

Business Unit: MDJUD Invoice Number: J4P-2014-JAN
Voucher ID: 00000056 Invoice Date: 01/012014
Style: Regular Voucher Total: 102,33150 usbD

Pessonaize | Find | View 21| 81

Field Name Message
\Accounting Date Accounting Date is notin Open Period

/B save | ReturntoSearch | |[Z] Motfy | Refresh |

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Moucher Aftributes | Error Summary
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Step Action

11. The Error Summary page shows voucher errors that may occur during Voucher
Build.

View any voucher header, line, and distribution line errors that have prevented the
voucher from processing.

12. Click the Invoice Information tab update the errors.
| Invoice Information |

OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[*] Related content ) New Window 7 Help [& Personalize Page [Bntp ~
Summary \( Related Documents | Lt .l AOC MD Payment " ( Payments " Voucher Alfributes " Error Summary

Business Unit: MDJUD Invoice No: [4P-2014-JAN Action:

Voucher ID: 00000056 Invoice Date: oioie01s  H -
Voucher Style: Regular Voucher Accounting Date: 01/01/2014 [ Run

Vendor ID: 0000000014 Q4P ASSOCIATES Session Defaulls

133221730-MAIN @ 25 EASTDRIVE
Aftachments (0)
Location: AN @ MARGATE 08402
I EEEEEEE— Comments(1)

*Address: 1 Q

Advanced Vendor Search

Control Group: T g havTems: = [NEToo A pue Now

Invoice Lines: 102331.50 ;l:ils Date Type: cummans Acct Date
~Currency: I usola, Print Invoice £
Miscellaneous: 5

Freight: ]

Total: 102,331.50

Copy From Source Document
Difference: 0.00 PO Unit:
Calculate PO Number: CopyRe
Copy From: None - Go

Invoice Lines. Find | View Al Frst Kl 1001 O Last

Line: 1 ltem: 917-00LEASEDT | Q yom: EA Q F=
“Distribute by: Amount hd Unit Price: Quantity:

ship To: 89 @ Line Amount: 102,331.50

SpeedChart: @ pescription: 1400 E. NORTH AVENUE L

[C]one Asset
Calculate

View Contract ID Line

Personaize | Find | viev A1 LBV A Frst K401 O Lot

m Exchange Rate | Stafistics | Assels

Step Action

13. The Invoice Information page displays.

A yellow triangle appears in the sections where there are errors. These are the same
errors that display on the Error Summary page.

14. Update the voucher header, lines(s), and distribution(s), as needed.

15. Click the_ Save button.
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Step Action

16. After saving the voucher changes, you may have to process the voucher as you
would any other voucher.

Use the Action drop-down list to run "Match, Doc Tol, Bdgt" process. This process
will budget check the voucher.

NOTE: Review the voucher statuses on the Summary tab to verify whether
processes need to be run.

17. You have successfully completed the Viewing Voucher Build Errors topic.

You have learned how to:
- View and adjust voucher build errors
End of Procedure.

3.4.4 Budget Checking and Posting Vouchers in Batch

The voucher Budget Check process can be run for an individual voucher or for a group of
vouchers at one time (i.e., in batch). This topic describes the process used to perform budget
checking in batch.

After completing this topic, you will be able to:
e Create a run control for the Budget Check process
e Specify process request parameters for
¢ Run and monitor the Budget Checking process

Procedure

In this topic you will run the budget checking process to budget check specified Return of Escrow
vouchers created in VVoucher Build.

Step Action

1. Navigate to the Budget Check page.

Click the Accounts Payable link.
|l Accounts Payablel

2. Click the Batch Processes link.

Batch Processes

3. Click the Vouchers link.

4. Click the Budget Check link.
Budget Checkl
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[ Fing zn Existing va ‘»." Add a New Value

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers > Budget Check

Enter any information you have and click Search. Leave fields blank for a list of all values,

Training Guide
AP250-WFE Managing Working Fund
and Escrow Payments

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

& New Window  ? Help o5, htp

- Search Criteria
Run Control ID: begins with ~

[ case Sensitive

‘Search Clear  |Basic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

the Add a New Value tab.

The Budget Check - Find an Existing Value page displays.

If you have already created a run control for this process, you can search for it on the
Find an Existing Value page.

When running the process for the first time, you must create a new run control on

| Add a New Value |

In this topic, you will create a new run control ID.

To add new run control, click the Add a New Value tab.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > AccountsPayable > Batch Processes > Vouchers > Budget Check

ENew Windaw  ? Help 1B hitp

Budget Check

Find an Existing Value MdaNEWVHIe

Run Control ID:

Add

Find an Existing Value | Add a New Value

Step Action

7. The Budget Check - Add a New Value page displays.

Enter a valid run control into the Run Control ID field. For example,
enter "AP_BUDGET_CHK".

8. Click the A_dd button.
Add
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Home | Workist | WufiChannel Console | Addto Favorites | Sign o

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers > Budget Check

FNewWindow ? Help [& Personalize Page ) hitp

Budget Check
Run Control ID:  AP_BUDGET_CHK Heporiianage  Process Monitor iRty
Process Request Parameters Find | View Al First K 10F1 O Last
*Process Frequency: DontRun - El
*Description: . :
*Transaction Type: Q [ Process All Business Units
Find | view Al First B 10r1 O (ast
Field Name : Value Type : FromiTo From/To W
& save| [ Notify | |4 Refres | v Add Update/Dispiay
Step Action
9. The Budget Check run control page displays.
Enter process request parameters to specify the voucher to be budget checked.
10. Click the Process Frequency list.
| Dont Run - |
11. Click the Always Process list item.
[Always Process |
12. Enter the desired information into the Description field. Enter "Budget Check
Escrow Vouchers".
13. Click the Look up Transaction Type button.

=
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Look Up Transaction Type

Source Transaction Type: begins with » |

LookUp || Clear | Cancel |Basiclookup

Search Results

AP ACTDSEC ‘ouct PO close
AP VCHR NP Mon-Prorated Item)
AP _VOUCHER

Step Action
14. The Look Up Transaction Type window displays.
Click the AP_VOUCHER link.
15. Click the Field Name list.
16. Click the Vendor SetlID list item.
[Vendor SetiD |
17. Enter the desired information into the From/To field. Enter "SHARE".
18. Click the Add a new row at row 1 (Alt+7) button.
19. Click the From/To list.
| . |
20. Click the Vendor ID list item.
[Vendor ID |
21. Enter the desired information into the From/To field. Enter "0000010444".
22. Click the Add a new row at row 2 (Alt+7) button.
23. Click the From/To list.
| - |
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Step Action
24, Click the Business Unit list item.
[Business Unit |
25. Enter the business unit (Batch Agency) into the From/To field. Enter "JUD52".
26. Click the Save button.
27. Click the Run button.
OIRACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Fa\m_ntes Main_Menu > A((nunlél’avah\e » Batch Pg)(eses > chshers » Budget Check
& New Window [ Personalize Page 5, hitp
Process Scheduler Request
User ID: tara.dean Run Control ID: AP_BUDGET_CHK
server Name: [ ~ Run Date:[021182013 [
Recurrence: - Run Time:[:18:27PM | Reset to Current Date/Time
TimeZone:|  |Q
2‘::\": ‘i:n"trl.Eudge(chessar E::::s - ::;:T::::ﬂ EEHQIDE ﬁ - T v Zl:’f::::\‘::
OK Cancel Refresh
Step Action
28. The Process Scheduler Request page displays.

[ ox ]

Accept all defaults and click the OK button.

Page 55




Training Guide
AP250-WFE Managing Working Fund and
Escrow Payments

ORrRACLE
Workist |
Favgrites  Main Menu > Accounts Payable » Batch Processes > Vouchers » Budget Check

Budget Check

Run Control ID: AP_BUDGET_CHK

Report Manager  Process Monitor

Process Instance 16354

MuliChannel Console |

FNew Window [ Personalize Page B} hitp

GEARS

(} General Enterprise And Resource Support

Add fo Favorites | Sign out

Process Request Parameters. Fand | View Al
*Process Frequency: Aways Process - El
Request Number: 1
*Description: VOUCHER BUDGET CHECK
“Transaction Type: AP_VOUCHER | Q Process All Business Units
Selection Parameters fand | View Al Frst K 43013 O (st
Field Name Value Type From/To From/To
Vendor SetiD - Value ~ [sHeRE Q
Vendor ID - Value ~ [oooDotDd44 @
- Value ~ [ups2 Q
=] | |0 RetuntoSearch 4[] Frevious i Lt | [4E] MextinList | [ Motfy | |2 Refresh Add| | J-Update/Display,

Step Action

29. The Budget Check run control page displays.

Take note of the Process Instance number under the Run button.

30. Click the Process Monitor link.

Favorites ~ Main Menu > Accounts Payable » Batch Processes » Vouchers » Budget Check

s

0 New Window [ Personalize Page B} htip

Add to Favortes |

Sign out

Process List

Personaize | Find | Vier A1 | EL |

Select Insfance Seq. Process Type

Process Name User Run Dete/Time Run Status

] |16354 Application Engine FS_BP tara.dean 0211972013 6:18:27PM Queued
:
O |16351 Application Engine FS_STREAMLN tara.dean 02/19/72013 5:54:10km uccess
O] 16279 PSJob RECV 02 tara.dean 02/19/72013 4:15:03PM EST No Success
[ 16270 PSJob POXVLP tara.dean 021972013 4:13:05PM EST Success
[] 16269 Application Engine FS_BP tara.dean 02192013 4:12:22PM EST Success
] 16268 Application Engine FS_BP tara.dean 02/19/72013 4:08:20PM EST Success
[] 16267 Application Engine FS_BP tara.dean 02/1972013 4:08:12PM EST Success

Actions.
UseriDltaradean (@ Type - Last - [ 1 Daw -
User ID
Server v Name Instance to
”
Run Status - Distribution Status ~ [ save On Refresh

First K1 1.7 077 I Last
Distribution
Status

NIA

Posted
Posted
Posted
Posted
Posted
Posted

Refresh |

Details.
Details
Details
Details
Details
Details
Details

Details

Go back to Budget Check
&) save | [Z] Moty |

Process List | Server List
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Step Action

31. The Process Monitor - Process List page displays.

The process you ran is listed by Process Instance number.

32. Click the Refresh button to update the process status.

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > Accounts Payable » Batch Processes > Vouchers » Budget Check
& New Window [ Personalize Page B, http
| process Lt ESIREE]
useriDltaradean Q. Type - Last - 1 Dayp - [ Refresh
server A Name \ Q Instance \ to \
Run Status v Distribution Status - Save On Refresh
Last
Distribution
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Status Details
16354 Application Engine FS_BP tara.dean 02/19/2013 6:18:27PMEST Success Posted Qetails
16351 Application Engine FS_STREAMLN tara dean|02/19/2013 554:10PM EST Success Posted Details
16279 PSJob RECV 02 tara.dean 02/19/2013 4:15:03PMEST No Success  Posted Details
16270 PSJob POXMLP tara dean|02/19/2013 4:13:05PMEST Success Posted Details
16269 Application Engine FS_BP tara.dean 02/19/2013 4:12:22PMEST Success Posted Details
16268 Application Engine FS_BP tara.dean 02/19/2013 4:.08:29PMEST Success Posted Details
16267 Application Engine FS_BP tara.dean 02/19/2013 4.08:12PMEST Success Posted Details
Go back to Budget Check
&) save [=] Notfy
Process List | Server List
< i v
M n n
33. The process ran successfully when the Run Status displays "Success" and the

Distribution Status displays "Posted".

34. Now we will review the Batch VVoucher Post process. Begin by clicking the Main
Menu button.

35. Click the Menu not sorted. Click to sort in ascending order button.

[ ]

36. Click the Accounts Payable menu.
| 1 Accounts Payable ﬂ

37. Click the Batch Processes menu.
| (1 Batch Processes b|

38. Click the Vouchers menu.
| 3 Vouchers * |
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Step Action

39. Click the Voucher Posting menu.
| E] voucher Posting

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers > Woucher Posting

EMew Window B hitp
Voucher Posting Request

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

~ Search Criteria

Run Control ID: begins with ~

[ case Sensitive

‘Search Clear  |Basic Search [g] Save Search Criteria

Find an Existing Value | Add a New Value

Main Content

Step Action

40. The Voucher Posting Request search page displays.

Click the Search button to utilize your existing Run Control.

41. Click the EXISTING_RUN_CONTROL link.
[EXISTING RUN_CONTROL]
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Home | Workist || AddtoFavorites | Sign out

Favorites  Main Menu > Accounts Payable > Batch Processes > Vouchers » Voucher Posting

FNew Window [ Personalize Page B} hitp

Voucher Posting Request

Run Control ID:  EXISTING_RUN_CONTROL Reporiiianagel  Process Wonitor i

Process Request Parameters

*Request ID: ]

“Description: [
*Process Frequency: DontRun -
*Post Voucher Option: Post All Units -
“Prepayment Application Method: Invoicing Vendor -

Business Unit  Voucher ID Control Group D Contract ID SetiD Origin
=]
[C] Autopilot Run Control
B save | I RetuntoSearch [S] Motify | s Refresh B Add Updste/Dispiay,

Step Action
42. The Voucher Posting Request page displays.
Enter the desired information into the Request ID field. Enter "123".
43. Enter the desired information into the Description field. Enter "\VVoucher Post".
44, Click the Process Frequency list.
| Dont Run - |
45, Click the Always Process list item.
Always Process
46. Click the Post Voucher Option list.
| Post all Units v
47. Click the Post Business Unit list item.
48. Enter the desired information into the Business Unit field. Enter "jud52".
49. Click the Save button.
50. Click the Run button.
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Home | Workist || AddtoFavorites | Sign out

Favorites  Main Menu > Accounts Payable » Batch Processes » Vouchers » Voucher Posting
0 New Window [ Personalize Page 1B hitp

Process Scheduler Request

UserID: PTP_117 Run Control ID: EXISTING_RUN_CONTROL

server Name: [N ~ Run Date: [05/21/2013 [ L
Recurrence: - Run Time: |9:49:50PH Reset to Current Date/Time
Time Zone: Q

[ Pro
Select Description Process Name Process Type Type *Format Distribution
PSIAP Voucher Posting AP_PSTVCHR Application Engine  Web v TXT  + Distribution

OK Cancel Refresh

Step Action

51. The Process Scheduler Request page displays.

Click the OK button.

52. Click the Process Monitor link.
Process Monito

53. The Process List Displays.

Click the Refresh button until the Run Status and Distribution Status change.

54. The Run Status has changed to Success and the Distribution Status is now
Posted.
55. You have successfully completed the Budget Checking Vouchers in Batch topic.

You have learned how to:

- Create a run control for the Budget Check process
- Specify process request parameters for

- Run and monitor the Budget Checking process
End of Procedure.

Lesson 4: Using the Pay Cycle Manager

Lesson Overview
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The Pay Cycle process consists of two processes: Payment Selection and Payment Creation.
These processes can be run separately or run together in the Pay Cycle Manager. When you run
the processes separately, the system allows you to view the vouchers that have been selected for
payment in the cycle.

The Payment Selection process uses defined payment selection criteria to select vouchers to pay.
The payment selection criteria control the scope of payments that are eligible for payment in each
cycle. Each individual voucher contains information that ultimately determines its selection
(NOTE: These definitions will already be set up for you to use). At the Judiciary, the Payment
Creation process updates the payment status for vouchers (i.e., payment requests (invoices) and
revenue refunds) selected for payment to "Paid".

After Pay Cycle has run successfully, the Payment Post process should be run to create and post
accounting entries in the Payables module.

Lesson Objectives
Upon completion of this lesson, you will be able to:

Run Pay Cycle processes, including Payment Selection and Payment Creation

View and print checks created using Pay Cycle

Run the Payment Post process to create and post payment accounting entries in Payables
Create the Positive Payment file

Void Payments

4.1 Understanding Pay Cycle Statuses

The Pay Cycle Manager indicates exactly where your payments are in the payment process and
keeps you informed of the current status of a pay cycle. The different pay cycle statuses that
occur are listed in the table below.
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Status Description

Approved Fay cycle has been approved.

Completed | The pay cycleis finished. You can start paymentselection again usingthe next
payment dates.

Confirmed | You have successfully confirmedthatthe paymentreferences are correct on the
Confirm Payment Reference page.

Created Fayments are readyto print. If EFT payments are being processed, the files are ready
to format or be sent through the approval process.

Exceptions | Pay cycle exceptions have beenfound. Click on the Exceptions linkto access the
gxceptions page and determine the error (e.g., pay cycle processing errars).

Formatted | The formatting process forthe positive paymentfile has finishedsuccessfully.

Mew When you create a pay cycle, its status is New.

Mo work Mo payments have been selected or created for processing.

Frinted Fayments are printed or data has been written to a file.

Rejected Fay cycle has been rejected.

Reset Fay cycle has beenreset. Payment Selection can be run again.

Restarted Fay cycle has been restarted and is ready for Payment Creation.

Running One ofthe Pay Cycle processes is currently running.

Selected Faymentselection hasfinished successfully.

Staged Faymentselection hasfinished successfully and Draft payments have been
successfully staged.

4.2 Running the Pay Cycle

The Pay Cycle Manager allows you to perform several tasks associated with payment
processing. You can review and select voucher for payment, create payments, generate checks,
and generate a Positive Payment file all from the Pay Cycle Manager page.

After completing this topic, you will be able to:
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o Enter/update payment selection criteria

¢ Run the Pay Cycle Manager processes including Payment Selection and Payment
Creation

o View vouchers selected for payment prior to running the Payment Creation process

o Generate, access, and print checks for Return of Escrow

o Generate the Positive Payment file for a Pay Cycle run

Procedure

In this topic, you will learn how to print out copies of checks that have been received.

Step Action

1. Scroll down to the Accounts Payable link.

2. Navigate to the Payment Selection Criteria page.

Click the Accounts Payable link.
|l Accounts Payablel

3. Click the Payments link.

4, Click the Pay Cycle Processing link.

Pay Cycle Processing

5. Click the Payment Selection Criteria link.

Payment Selection Criteria
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ORrRACLE

ome | Workist |  MuliChannel Console
Favortes - Main Menu > AccountsPayable > Payments > Pay Cycle Processing > Payment Selection Critera

Home:

Payment Selection Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values,

GUGELISTELLAETIERS “ Add a New Value

> Search Criteria
Pycyoe =~ Q

Bas\cseavch B Save Search Criteria

Find an Existing Value | Add a New Value

General Enterprise And Resource Support

| Add to Favorites

EMew Window B hitp

Step Action

6. The Payment Selection Criteria search page displays.

Click the Look up Pay Cycle button.

Look Up Pay Cycle

PayCycle: beginswih »[
LookUp. || Clear || Cancel |Basic Lookup

Search Results

MENT CYCLE
ss Pay Cycle
ow Pay Cvcle
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Step Action

7. The Look Up Pay Cycle window displays.

Select the appropriate Pay Cycle option.
JUD

8. Click the Search button.
Search

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > AccountsPayable > Payments > Pay Cycle Processng > Payment Selection Criteria

0 NewWindow [ Personalize Page & hitp
@ Preferences " Source /BU )/ Bank/Method [ Pay Group/Netting ' Draft Options

Pay Cycle: JuD Escrow Pay Cycle Pay Cvcle Manager
Pay Cycle Selection Dates
Pay From Date: 01/01/1900 H Mon *Next Pay Through Date: 03/01/2013 5] Fri
Pay Through Date: 02125/2013 5 Mon *Next Payment Date: 031012013 [ Fri
Payment Date: 0212512013 [ mon
Change Selection Dates:
1 "Week(s) - Increment | Decrement
Acounting Dato
*Accounting Date: 02/25/2013 5] *Withholding Date: 02/25/2013 5
Current Date - Payment Date -
Business Day Validation
@ No Validation [Clvalidate Pay Through Dates
@ Use Standard Week [l validate Payment Dates
©) Use Holiday Calendar: Q
[E save X ReturntoSearch [ Notify  f}, Refresh E+ Add Update/Dispiay
Dates | | | Source /BU | Bank / Method | Pay Group / Netting | Draft Options

Step Action

9. The Payment Selection Criteria - Dates page displays.

Use this page to verify and/or update the dates to select your Pay Cycle.

10. Click the Source / BU tab.

" Source [ BU
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Home | Workist || AddtoFavortes | Signout

Favorites - Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criteria

Dales  Preferences Bank/Method | Pay Group/Netiing [ Draft Options

FNew Window [ Personalize Page B} hitp

Pay Cycle: Jup
Pay From Date: 01/011900  Pay Through Date: 05/21/2013  Payment Date: 05121/2013

personaiize | Find | view a0 | B | B Frat K qorq O st
Process  *Source Transaction Descrintion

VEHR @ Accounts Payabls Vouchers =
|

Business Unit Personaiize | Find | View 1] B | 2E Fist K 411 O (ast
Process *Business Unit Description
uDs2| @ Administrative Office of Court =
I T S
Jups2 Anne Arundel District Court
B save | [=] Nofify | s Refresh B Add Update/Display
Dates | | Source / BU | Bank ./ Method | Pay Group ! Nefting | Draft Options

Step Action

11. The Source/BU tab displays.

Verify that the appropriate Business Unit is selected in the Business Unit field.

12. Click the Bank / Method tab.

| Bank/ Wethod |
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Home | Workist || AddtoFavortes | Signout

Favorites - Main Menu > Accounts Payable » Payments > Pay Cycle Processing > Payment Selection Criteria

S New Window [ Personalize Page B} hitp
Dates |( Preferences  Source 18U | IEEILIL LBl Pay Group Nefing ) Drafl Options

Pay Cycle: Jup
Pay From Date: 01/01/1900 Pay Through Date: 05/21/2013 Payment Date: 05/21/2013
Bank Account Find | view l First K1 101 I L ast
Process =
*SetiD: BHARE @,
*Bank: Q
*Account: @
Currency:

Personalize | Find | View Al EL | 35 Firt £ g o4 O (ast

Process *Payment Method
System Check - =
5 save 'El Notify 'r:, Refresn | E‘, Add Update/Display

Dates | Preferences | Source /BU | Bank/ Method | Pav Group / Netting | Draft Optiens

Training Guide
AP250-WFE Managing Working Fund
and Escrow Payments

Step

Action

13.

The Bank/Method tab displays.

You must enter a Bank and Account into the respective fields in order to process

this Pay Cycle.

14.

Click on the Dates tab.
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WuiChannel Console o Favorites Sign out

Favorites - Main Menu > AccountsPayable > Payments »> Pay Cycle Processng > Payment Selection Criteria

B Ne

’ Preferences ' Source /BU | Bank/Method ' Pay Group i Netling | Drafi Options |

Pay Cycle: JuD Escrow Pay Cycle

Pay Cycle Selection Dates

Pay From Date: [01701/1900 |5 pion “Next Pay Through Dat
Pay Through Date: 02012013 ) pon “Next Payment Date:
Payment Date: [031012013 F paon
Change Selection Dates:
[ 1 Weekis) - | increment |  Decrement |

£ay Cudle lianagei

Process Pushbutton
03101201375 Fni

031012013 [§ Fr

Accounting Date Withholding Date

wWindow [ Personalize Page

Dates | | Source /BU | Bank i Method | Pay Group / Nefting | Draft Options

java: ction_win0{d: "PYCYCL_PNL_WRK1_PB |

*Accounting Date: 03/0112013 | “Withholding Date: 031012013 5
Current Date - Payment Date -
Business Day Validat
® Ho Validation Validate Pay Through Dates
© Use Standard Week Validate Payment Dates
(© Use Holiday Calendar: Q
| save | & RetuntoSearch [ Motify Renmn] | Esmrdd:| [ Ebipdate/Display:

Step Action

15. The Dates tab displays.

Click the Pay Cycle Manager link.

/Add to Favorites

Favorites ~ Main Menu > AccountsPayable > Payments > Pay Cycle Processing > Payment Selection Criteria

B New Window [ Personalize Page [, http

Pay Cycle Manager
Pay Cycle: Jup Escrow Pay Cycle
Selection Criteria Apprave Trial Reqister Reference Confirmation Draft Staging Appraval

Step Name
Process | ~+ Payment Selection
Process | ~ |Payment Selection & Creation

Status: Completed “W‘ Process Monitor

Pay From Date: 010111900

Pay Through Date: 030172013 ‘
Payment Date: 03/01/2013 [
Schedule Payments Selected: 0 Summary Details

Pay Cycle Error Discount Lost Discount Denied Withholding

Bank Replacement

Financial Sanclions Exceptions

Pay Cycle Results
L ( Additionalinfo |

Personaiize | Find | Vic: First Kl 4014 13 |

Process Recreate Pos Pay  Description Bank Account Status Server Name  *Output Type Output Destination
Procezs | |Recreate Pos Pay  Produce Positive Payment File MAIN  MAIN Completed | PSNT  ~ File D:tempifiletest,

@ save | A
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Step Action

16. The Pay Cycle Manager displays.

Verify that the Server list displays PSNT.
Click the Process button to start the Payment Selection process.

Process

17. The process Status is now "Running".

18. After the Payment Selection process runs successfully, the process Status displays
"Selected".

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

FNew Window [ Personalize Page B, hitp

Pay Cycle Manager
Pay Cycle: Jup Escrow Pay Cycle

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Selected Refresh Process Monitor
Pay From Date: 0110111900 mm_
Pay Through Date: 0310112013 Process ~  Payment Creation

Payment Date: 03/01/2013

Schedule Payments Selected: 1 Summary Delails PayCyeleReset

Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions
Pay Cycle Results Personlize | Find | View Al B | 55 Frst 5 g orq 1 Last
VBTV Additional Info.

Description Bank Account Status Server Name *Output Type OQutput Destination

) seve| & RetumtoSearch | =] otify

Step Action

19. The number of vouchers selected for payment displays next to the Schedule
Payments Selected field.

20. To view the vouchers selected for payment, click the Details button.
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ORrRACLE

Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Details

{3@

Enewwindow &'

GEARS

General Enterprise And Resource Support

Home | Workist | MufiChannel Console |  Addto Favortes |  Sign out

Personalize Page 5, hip

Total Paid Amount:
Total Gross Amount:

Total Discount Amount:

B save | [Z] Hotify

Total Late Charge Amount:

Pay Cycle Data

Pay Cycle: DUD @ EscrowPay Cycle Pay Cvdle Summary Pay Cycle Manager

Business Unit: Q. Advice ID: Q Invoice: Q

Vendor SetiD: Q. Remit Vendor: Q Address: Q. Location: Q

Bank SetiD: Q@ Bank Code: Q Bank Account: Q Method:

Payment Handling: Q Payment Currency: Q Search | Clear

Pay Cycle Details Personalize | Find

Payment Details | Addiional Details

*Action Hold Reason Source  Business Unit  VoucherID PaymentCount Invoice  RemitVendor ShortVendorName  Address Paid|

None - Q, VCHR JUD53 00000001 10A-36 0000000027 559552551-000 1
Hold All Exclude Al Separate All

61.30
61.30
0.00
0.00

usoD
usop
usob
usoD

Step Action

21. The Pay Cycle Details page displays.

22.
tab in the Pay Cycle Details section.

voucher to exclude it from payment creation.

The vouchers specified in your search criteria are listed on the Scheduled Payments

Review the voucher(s) displayed. NOTE: Use the Action drop-down list for a

23.

To return back to the Pay Cycle Manager, click the Pay Cycle Manager link.
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Home | Workist | MufiChannel Console

Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: Jup Escrow Pay Cycle

Training Guide

AP250-WFE Managing Working Fund

and Escrow Payments

ENewwindow [ Personalize Page B nitp

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Selected Reffesh | process bontor
pay from vt ovmirano | pocess sener _swpneme |
Pay Through Date: 03/01/2013 Process ~| |Payment Creation
Payment Date: 03/01/2013
Schedule Payments Selected: 1 Summary Details

Server: - Reset
Pay Cycle Error Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results Personalize | Find | View A1 B8 | 28 First £ g orq O [as

Main Information TN 1)

Description Bank Account Status Server llame *Output Type

[5) save [\ Returnto Search [=] Notify

Output Destination

| AddtoFavorites | Sign out

Step

Action

24,

The Pay Cycle Manager displays.

You will now run the Payment Creation process to create payment for vouchers

selected for payment.

Verify that the Server list displays "PSNT".

25.

Click the Process button to start the Payment Creation process.

26.

The process Status displays "Running"”.

Click the Refresh button to see an updated status.
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Add to Favorites

| WutiiChannel Console

Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: Jup Escrow Pay Cycle

Enewwindow [ Personalize Page

o

nien

Trial Register Reference Confirmation Draft Staging Approval

Selection Criteria

Approve

Status: Appraved W Process Monitor
Pay From Date: 01/011900

Pay Through Date: 03/01/2013

Payment Date: 0300112013

Schedule Payments Selected: 1 Summary Details

Resel,

Discount Lost Discount Denied Withholding Bank Replacement

Pay Cycle Error

Financial Sanclions Exceptions

Pay Cycle Results Personalize | Find | |

(" Main Information TR T G0

First K 4074 14 | ast

Process Description Status Server Name *Output Type

Qutput Destination

| Process | PrintChecks Approved [+] printer — +

|5 save | | & Returntosearch |[=] Notiy |

Step Action

27.
"Approved".

After the Payment Creation process runs successfully, the process Status displays

WutiChannel Conse

Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: Jup Escrow Pay Cycle

Elnewwindow [ Personalize Page

Add to Favort

o

nien

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Approved ‘RW‘ Process Monitor
Pay From Date: 01/01/1900

Pay Through Date: 03/01/2013

Payment Date: 0300112013

Schedule Payments Selected: 1 Summary Details

Discount Lost Discount Denied Withholding Bank Replacement

Pay Cycle Error

Financial Sanclions Exceptions

Pay Cycle Results Personalize | Find | |

LI ( Addionalinfo |

First K 4074 14 | ast

Process Description Bank Account Status Server Name *Output Type ‘Output Destination
Process | Print Checks MAIN MAIN Approved v printer  [x] [

|5 save | | & Returntosearch |[=] Notify |
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Step

Action

28.

You are now ready to begin the Check Printing process.

In the Pay Cycle Results section, the Print Checks process is queued.

29.

Under the Server list, select the PSNT list item.

EN -~

30.

Under the Output Type list, select the Printer list item.

31.

Click the Prqcess button.

Process

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

B New Window [ Personalize Page B, http
Pay Cycle Manager
Pay Cycle: JuD Escrow Pay Cycle

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Confirmed |- Reftesh | procecs yonitor

Pay From Date: 0110111900

Pay Through Date: 0310112013

Payment Date: 0310112013

Schedule Payments Selected: 1 ‘Summary Details (PayCycleReset o

Server: [ Rezel

Pay Cycle Error Discount Lost Discount Denied ‘Withholding Bank Replacement Financial Sanctions Exceptions
Pay Cycle Resulls Personaize | Find | Vievs Al | st K 04 I Lot
Additional Info
Process Description Bank Account Status Server Name Output Destination
{“Process |  FormatPositive Payment MAIN MAIN Confirmed PSNT -

B save | L\ ReturntoSearch |[=] Notify

Step

Action

32.

After running the Print Check process, the process Status displays "Confirmed".
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Pay Cycle Manager

Pay Cycle: Jup Escrow Pay Cycle

GEARS

J(} General Enterprise And Resource Support

WuiChannel Console Add to Favorites

Enewwindow & Personalize Page [ nitp

Trial Register Reference Confirmation

Approve

Selection Criteria

Draft Staging Approval

Pay Cycle Error

Status: Confirmed \RW\ Pracess Monitor
Pay From Date: 010111900
Pay Through Date: 030172013
Payment Date: 03/01/2013
Schedule Payments Selected: 1 Summary Details
N
Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

Personaiize | Find | Vi

" Main Information TR T G0
Process Description Bank Account Status Server llame Output Destination
“Process |  FormatPosilive Payment MAIN MIAIN Confirmed PSNT -

|5 save | | & Returntosearch |[Z] Notiy |

Step Action

33.
Results section.

The Format Positive Payment process is now queued to run in the Pay Cycle

Click the Process button.

34.

Favorites - Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

Pay Cycle Manager

Pay Cycle: Jup Escrow Pay Cycle

Add to Favorites

| workist | MutiChannel Console |

Elnewwindow [ Personalize Page

Approve Trial Register Reference Confirmation

Selection Criteria

Draft Staging Approval

Reftesh | procoss uonitar

Pay Cycle Error

Status: Running
Pay From Date: 01/01/1900
Pay Through Date: 03/01/2013
Payment Date: 03/01/2013
Schedule Payments Selected: 1 Summary Details
Discount Lost Discount Denied Withholding Bank Replacement Financial Sanctions Exceptions

Pay Cycle Results

Personalize | Find | View A1 | B |

(ETNE L Additionalinfo | [F=2%)
Process Description Bank Account Status Server Name Output Destination
| Process | Format Positive Payment MAIN MAIN Confirmed PSNT

|5 save | | & Returntosearch |[=] Notify |
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Step

Action

35.

The process Status is now "Running".

Click the Refresh button to see an updated status.

36.

After the process completes, the status displays ""Formatted".

ORACLE
Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable > Payments > Pay Cycle Processing > Pay Cycle Manager

FNew Window [ Personalize Page B, hitp

Pay Cycle Manager
Pay Cycle: Jup Escrow Pay Cycle

Selection Criteria Approve Trial Register Reference Confirmation Draft Staging Approval

Status: Farmatted Refresh Erocess ionitos

Pay From Date: 0110111900

Pay Through Date: 03/01/2013

Payment Date: 03/01/2013

Schedule Payments Selected: 1 Summary Details PayCysleReset

Server:

‘PayCycleExceptions
Pay Cycle Error Discount Lost Discount Denied ‘Withholding Bank Replacement Financial Sanctions Exceptions

Personalize | Find | View A1 B [ # rret Bl qora I st

Additional Info

Process Description Bank Account Status Server Hame *Qutput Type  Qutput Destination

: Process Produce Positive Payment File MAIN MAIN Formatted PSNT | File

& save [\ ReturntoSearch [=] Notify

Step

Action

37.

At this point, you must generate the Positive Payment file. The Produce Positive
Payment File process is queued to run in the Pay Cycle Results section.

38.

Verify that the Server Name field displays "PSNT" and the Output Type
displays "File".

39.

Enter the server location of where the Positive Payment file should be loaded into
the Output Destination field.

40.

Click the Process button.

41.

The process Status is now "Running".

Click the Refresh button to see an updated status.
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Step Action

42. One the process completes successfully, the Status displays "Completed".

You are now able to access and print checks created.

43. Note that the Positive Payment file should be now be loaded to the location that you
entered in the "Output Destination" field.

You can also access it and the checks generated from the Reporting Console.

44, Click the Home link.

45, Click the Reporting Tools link.

ORACLE’
Home | Workist | MuliChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > Reporting Took

Reporting Tooks
ii Reporting Tools

Run, create, and manage queries and nVision reports.

=] Reporting Console Report Manager Query

Reporting Console Review report st Extract information using visual representations of your PS

database.
=) Query Manager
= Query Viewer

= Schedule Query

ﬁ Connected Query ﬁ Psinvision ﬁ Bl Publisher

Create, edt, run and manage Connected Query objects. Design and create MS Excel spreadshest reports on Register BP-based report templates and transiations. Run
=) Connected Query Quick Start PeopleSot data Query-based reports. Use enhanced search for BIP report
= Connected Query Manager = Define Report Book instances.
= Connected Query Viewer = Reaister Drildown Lavout [= BIP Report Search
=) Schedule Connected Query =] Define Report Request

=] Define Scope

ﬁ Pivot Grid

Pivot Grid
=] Pivot Grid Wizard
= Pivot Grid Viewer

Main Content

Step Action

46. Click the Reporting Console link.
|Reporting Console |
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Home | Workist | MuliChannelConsole | Addto Favorites Sign out

Favorites - Main Menu > Reporting Took > Reportng Console
ENewwindow & Personalize Page B it

Reporting Console

% Preference

gj Mew E&uuucmun Process Monitor Report Manager

First Kl 13073 13 Lost

Hame Action
53 My Reports Folder

[ my Process Requests Folder

B [ My Favorites Folder Add

Step

Action

47.

The Reporting Console page displays.

Next to the My Reports folder, click the Expand button to open the fol

der.

Home | Workist | MutiChannelConsole | Addto Favortes Sign out

Favorites - Main Menu > Reporting Took > Reportng Console
ENewwindow & Personalize Page B hitp

Reporting Console

a
% Preference

Personalize | View Al First Ll 443 of 43 L Lost

B0 cuick run Process Manitor  Report Manager

Name Type Details Action Status Run Date/Time

& [ My Reports Folder
12785 Produce Positive Payment Reportinstance  View Posted 03/01/2013 5:40:54PM EST
12784 Pay Cycle Positive Pay R Reportinstance  View Posted 03/01/2013 5:38:53PM EST
12783 APY2021X1 - APY2021X1.00... Reportinstance  View Posted 03/01/2013 5:38:36PM EST
12781 Pay Cycle Process Reportinstance  View Posted 03/01/2013 5:37:37PM EST
12780 Pay Cycle Process Reportinstance  View Posted 03/01/2013 5:34:06PM EST
12779 On-Demand Process Reportinstance  View Posted 03/01/2013 5:32:34PM EST
12778 On-Demand Process Reportinstance  View Posted 03/01/2013 5:31:47PM EST
12777 Pay Cycle Pracess Reportinstance  View Posted 03/01/2013 5:29:46PM EST
12776 Pay Cycle Process Reportinstance  View Posted 03/01/2013 5:26:04PM EST
12775 Produce Positive Payment... Reportinstance  View Posted 03/01/2013 5:22:18PM EST

53 My Process Requests Folder

(53 ny Favarites Folder Add

m
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Step Action

48. The Positive Payment file and the check file are listed in the My Reports folder.

You can identify them using the process instance number or the date and time stamp
on the line.

49, Click the View link next to the .PDF check file.

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout

Favorites - Main Menu > Reporting Took > Reporting Console

ENewwindow & Personalize Page B it

Report
ReportiD: 12783 Process Instance: 17459 §iEssane Tog
Name: XMLP Process Type:  XIIL Publisher

Run Status: Success

APY2021X1 - APY2021X1 pdf

Distribution Details
Distribution Node:  PSUNIX Expiration Date:  |03/08/2013
File List
Name File Size (bvtes)  Datetime Created
APY2021X1.pdf 20,002 03/01/2013 5:38:35.877410PM EST
Distribution ID Type “Distribution ID
User tara.dean

Retumn

Step Action

50. In the File List section, click the .pdf link.
[[APY202131.pdf |

51. The PDF file opens in a new browser window.
Once the file is open, you can now view the checks.

There may be several checks based on the number of vouchers selected in the Pay
Cycle.
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Check Date: Mar/01/2013

Vendor Number: 0000000027

Check No: 000027

Inveice Number Invoice Date

Voucher ID

Gross Amount Discount Taken

Tare Charge

0A-36 Feb/28/2013

00000001

I REFUND REASON - Return of Escrow I

61.30 0.00

Paid Amount
0.00 61.30

I

Step Action

52.

Please note the Payment Message.

The remittance advice displays the next page (i.e., after the check).

ORACLE

Baltimore County District Cour
580 TAYLOR AVE STE 1
ANNAPOLIS MD 21401-2352

M&T Primary Disbursement Acet
2027 Summerville Road
Annapollis MD 21401

Date Mar/01/2013 Pay Amount

Pay FFISIXTY-ONE AND 30/100 DOLLAR ****

000027

I

$61.30%*

APT 305

HARRY LEE

600 LIGHT ST
BALTIMORE MD 21230-0000

52123000000s

Authorized Signature

J.'Tiz|—]-|_,L
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Step Action

53. Once you have reviewed the check, you can begin print them.

Click the printer icon toward the bottom of the screen.

-
—
54. Click the Print button to print the checks.
| Print |
55. You have successfully completed the Running the Pay Cycle topic.

You have learned how to:

- Enter payment selection criteria

- Use the Pay Cycle Manager to process payments

- Generate, view, and print checks created in the Pay Cycle
- Generate the Positive Payment file

End of Procedure.

4.3 Posting Payments
In this topic, you will post a payment.

After the completion of this test script you will be able to:
e Post a payment
Procedure

In this topic, you will be posting the payments that were created in a previous topic.

Step Action

1. Navigate to the Payment Posting Request page.

Click the Accounts Payable link.
[l Accounts Payable]

2. Click the Batch Processes link.
[Batch Processes|

3. Click the Payment link.

4. Click the Payment Posting link.

Payment Posting
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Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

ENew Windaw  ? Help 1B hitp

Payment Posting Request
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

- Search Criteria

Run Control ID: begins with ~ |

[ case Sensitive

‘Search Clear  |Basic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

javascrip itAction_wind(d HCSwi de); H100% ~

Step Action

5. The Payment Posting Request search page displays.

Click the Add a New Value tab.
| Add a New Value ]

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

ENew Windaw  ? Help 1B hitp

Payment Posting Request

Find an Existing Value Add aNew Value

Run Control ID:

Add

Find an Existing Value | Add a New Value

H100% ~
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Step Action

6. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. "POST_PAYMENT".

7. Click the Add button.
Add

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Accounts Payable > Batch Processes > Payment » Payment Posting

A NewWindow ? Help [ Personalize Page |, hitp

Payment Posting Request

Run Control ID: POST_PAYWMENT Report Manager ~ Process Monitor iRty
RequestID:
Description:
*Process Frequency: Don'tRun -

*Post Payment Option: Post All Banks ~ [l Autopilot Run Control

=]
& save | [= Notify | s Refresh B Add Update/Display
#H100% ~
Step Action
8. The Payment Posting Request page displays.

Enter the desired information into the Request ID field. Enter a valid
value e.g. "POST_PAY".

9. Enter the desired information into the Description field.
10. Click the Process Frequency list.
| Dont Run |L]|
11. Click the Always Process list item.
12. Click the Post Payment Option list.
| Fost All Banks - |
13. Click the Post Bank Account list item.

[Post Bank Account |
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Step

Action

14.

Enter "SHARE" into the SetID field.

15.

Click the Look up Bank Code button.

Look Up Bank Code

SetiD: SHARE
Bank Code: begins with v |
Description: begins with ~ |
Short Description: begins with ~ \
External Bank ID:  begins with ~ |

LookUp || Clear || Gancel |Basic Lookup

Search Results
ew 100

Description

Bank of America
CALVIN B TAYL OR BANKING CORP CBT
CHB
FIRST UNITED BANK & TRUST

T  |M&TBank

PEOBK THE PEOPLES BANK

PNC _|PNC

PROVD PROVIDENT STATE BANK. INC.

SUN  SUNTRUSTBANK

USBNK US BANK

javascriptidoUpdateParent(document wind, #ICRowd );

Step

Action

16.

The Look Up Bank Code window displays.

Click the appropriate Bank Code link.

17.

Click the Look up Bank Account button.
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Look Up Bank Account

SetiD: SHARE
Bank Code: M&T

Bank Account:  begins with
Bank Account#: begins with ~

Search Results

First [] 1130713 [3] Lasf

9843354367 51 MBTEscrow |

658 52M8TEscow |
B3E 15305164 |53MBTEscrow |
SSE 86414844 |SSMATEscow |
S6E 983510778256 M&TEscow |
58E 30705009 |SOMETEscow |
60E 52302481 |OMBTEscow |
G1E 984335435061 MBTEscrow  |USD
G2E 83024816 @2METEsaow |

)3 MBT Escrow

&

111219
112176

5 MBT Escrow

6 MBT Escrow
3032814 71MBTEscrow |
102 Z2MeTEscow |
'3 M&T Escrow
4 M&T Escr Rent
16983224 4 MET Escrow
19001085 |GAD Disbursement Accous

BEE

IR

5

v

(5]

S
&

I 13
@

=]
2
=]
I =
~

=

il
=3

javascript:doUpdateParent(document.wind, #ICRowl7);

Step Action

18. The Look Up Bank Account window displays.

Click the appropriate Bank Account link.

19. Click the Run button.
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Batch Processes > Payment » Payment Posting
FNew Window [ Personalize Page B} hitp
Process Scheduler Request

User ID: esther.bouryng

Process List

ST

Run Control ID: POST_PAYMENT
Server Name: - Run Date:|03/05/2013 ]
Recurrence:

Time Zone: Q
Select Description

PS/AP Payment Posting

| Cancel | Refresh |

Run Time:[1:01:18PM | Resetto Current Date/Time

Process Name

AP_PSTPYMNT

Process Type Type *Format Distribution
Applicaion Engine  Web = TXT  ~ Distribution

Action

20.

The Process Scheduler Request page displays.

Accept all defaults, then click the OK button.

ORrRACLE

Run Control ID:  POST_PAYMENT

Process Request Parameters
Request ID:
Description:
“*Process Frequency:
“Post Payment Option:
Post Payment List

SetiD Bank Code

Favorites - Main Menu > AccountsPayable > Batch Processes > Payment > Payment Posting

Payment Posting Request

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

& New Window [ Personalize Page

Saved I

Report Manager  Process Monitor [

Process Instance 13625

POST_PAY

PTP357

Aways Process -

Post Bank Account = [C] Autopilot Run Control

Personaize | Find | View A1 B Frst & 4014 1 [ast
Payment Method

Bank Account Payment Reference

SHARE @ M&T

Q [wan Q

| save | =] Nolity | 2 Refresh

FHE

|Es Add | |57 Update/Display |
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Step Action

21. The Payment Posting Request page displays.

Your Run Control page notes your Process Instance ID below the Run button.

22. Click the Process Monitor link.

Process Monitor

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsPayable > Batch Processes > Payment » Payment Posting

& New Window [ Personalize Page B, http

| process Lt ESIRAE]

ons
User ID[estherbounng @, Type - Last - 1 Days - Refresh
server v name| Q nstance [ o[ |
Run Status M Distribution Status h Save On Refresh
Process Li
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status w Details
13625 Application Engine AP_PSTPYMNT estherbouryng 03/05/2013 1:01:18PMPST Processing  NiA Details
13561 Application Engine AP_APY2015  estherbouryng 03/04/2013 7:05:55PMPST Success Posted Details
13580 Application Engine AP_APY2015  estherbouryng 03/0422013 7:04:19PMPST Success Posted Details
13559 Application Engine AP_APY2015  estherbouryng 03/04/2013 7:01:08PMPST Success Posted Details
13558 Application Engine AP_PSTVCHR estherbouryng 03/04/2013 7:00:22PMPST Success Posted Details
13557 Application Engine AP_APY2015  estherbouryng 03/04/2013 6:57:56PMPST Success Posted Details
13554 Application Engine AP_PSTVCHR estherbouryng 03/04/2013 452:45PMPST Success Posted Details
13583 Application Engine FS_BP estherbouryng 03/04/2013 4:47.50PMPST Success Posted Details
13552 Application Engine FS_BP estherbouryng 03/04/2013 4:00:54PMPST Success Posted Details
13550 Application Engine FS_BP estherbouryng 03/04/2013 2:50:34PMPST Success Posted Details

Go back to Payment Posting Request
&) save [=] Notfy

Process List | Server List

Step Action

23. The Process List displays.

The process you ran is listed by Process instance number.

24, Click the Refresh button until the Payment Post process (AP_PSTPYMNT) runs
successfully.

25. NOTE: When your process has run successfully, it displays the following statuses:

- the Run Status displays "Success”
- the Distribution Status displays "Posted"

26. You have successfully completed the Posting Payments topic.

You have learned how to:
- Post payments
End of Procedure.
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4.4 Voiding Payments

You may want to stop a payment that has been mailed or void a check that has not been sent.
After you receive confirmation from the bank that the payment has been stopped, you must
reconcile the appropriate accounts. Be aware that you cannot undo a canceled payment once
posting occurs.

After the completion of this topic, you will be able to:

o Successfully void a payment
Procedure

In this topic, you will void a payment.

Step Action

1. Scroll to the Accounts Payable link.

2. Navigate to the Cancel Payment page.

Click the Accounts Payable link.
[l Accounts Payable]

3. Click the Payments link.

4, Click the Cancel/Void Payments link.
}gancewoid Payments

5. Click the Payment Cancellation link.

Payment Cancellation
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Favorites - Main Menu > AccountsPayable > Payments »> Cancel/Noid Payments > Payment Cancelation

Payment Cancellation

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

~ Search Criteria

I
Bank Code: begins with - a

Bank Account: begins with ~ (¢}
Payment Reference: begins with = | |

Payment Method: = - -

‘Search Clear  |Basic Search [g) Save Search Criteria

Workist | MultiChannel Console | Addto Favortes | Sign out

ENew Windaw  ? Help 1B hitp

javascript:pAction_wind{document.wind, PYMNT_CANCL_SRC_BANK_CDSprompt);

®100% v

Step Action

6. The Payment Cancellation search page displays.

Click the Look up Bank Code button.

Look Up Bank Code

Bank SetiD: SHARE

Bank Code: begins with ~

Look up Bank Code (An Basic Lookup

Search Results
lew 100 First [q] 18ar6 [3] Las
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Step Action
7. The Look Up Bank Code window displays.
Click the M&T link.
8. Click the Look up Bank Account button.
Look Up Bank Account
oo o it |
(- ookup | lear | Gancel gesc ookuo
Search Results
Viga[ Look up Bank Account (Alt-5) Jirsi [4] 48 0118 Bl Lasi
Step Action
9. The Look Up Bank Account page displays.
Click the MAIN link.
10. Click the Payment Method list.
11. Click the System Check list item.
[System Check |
12. Click the Search button.
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ORrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Accounts Payable > Payments > Cancel/Void Payments > Payment Cancellation

FNew Window [ Personalize Page B} hitp

Cancel Payment

ARl o

Bank Set ID: SHARE  Reference ID: 000002 Creation Date: 03/042013
Bank: VT WM&T Bank Payment Date: 0310472013
Account: MAN 9001095 Payment Amount: 2500 USD
Payment Method: System Check Cancel Post Status: Not Applicable
Remit Vendor: 0000010428 Staples, Inc. Settle By: Pay Cycle
Settlement Status: None

Date Cancelled: b3msi2013 [
Payment Status: © Void

© Stopped

7 Undo Cancel
Cancel Action: ® Re-Open Voucher(s)Re-Issue Hold Reason: ~

© Re-Open Voucher(s)/Put on Hold
(© Do Not Reissue/Close Liability

Description:

[5 save [\ ReturntoSearch  [=] Motfy

Step Action

13. The Cancel Payment page displays.
Click the Void option if not already selected.
|-¢- Void
14. Click the Do Not Reissue/Close Liability option.
| @ Do Not Reissue/Close Liability
15. You can also add a description as to why you are canceling a payment, if necessary,
in the Description field.
16. Click the Save button.
17. The Cancel Post Status changed from 'Not applicable' to "Pending’.

NOTE: However, after the completion of Payment Post, the Cancel Post Status will
change from 'Pending’ to 'Canceled' (VOID).

18. You have successfully completed the Voiding Payments topic.

You have learned how to:
- Cancel/void a payment
End of Procedure.

Lesson 5: Using Payables Reports and Inquiries
Lesson Overview
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In this lesson you will review the payment history by reviewing the Payment History by Vendor
report.

Lesson Objectives
After completing this lesson, you will be familiar with:

e Running the Payment History by Vendor report

5.1 Running the Payment History by Vendor Report (APY2000)
The Payment History by Vendor Report provides a register of payments for a vendor. Using the

Print Options radio buttons on the Payment History by Vendor page, you can generate either a
Detail, or a Summary version of this report.
After completing this topic, you will be familiar with:

¢ Running the Payment History by Vendor Report

Procedure

In this topic, you will run the Payment History by Vendor Report.

Step Action

1. Move the scrollbar down to the Accounts Payable link.

2. Navigate to the Payment History by Vendor page.

Click the Accounts Payable link.
[l Accounts Payablel

3. Click the Reports link.
4. Click the Vendor link.
5. Click the Payment History by Vendor link.

Payment History by ‘u’endm__‘]

Page 91




Training Guide °‘Q’
ésczrsoc\)l:lv:ézgrh/l:nntzg i ng Workin 9 Fund and j(} GGenerE Eérpﬁe gd Resource Support

ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew window 7 Help B nttp
Payment History by Vendor
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
- Search Criteria

Run Control ID: begins with
[CIcase Sensitive

| Search || Clear |gasic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. The Payment History by Vendor search page displays.

Click the Add a New Value tab.
" Add a New Yalue |

ORACLE’

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enew window 7 Help B nttp

Payment History by Vendor

Find an Existing Value Add aNew Value

Run Control ID:|

Find an Existing Value | Add a New Value
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Step Action

7. The Add a New Value tab displays.

Enter the desired information into the Run Control ID field. Enter a valid
value e.g. PAYMT_HIST_VNDR'.

NOTE: Once the Payment History by VVendor report has been run using the run
control 'PAYMT_HIST_VNDR' at least one time, subsequent Payment History by
Vendor report requests will use the same run control.

8. Click the Add button.

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor » Payment History by Vendor

FNewWindow ? Help [ Personalize Page ) hitp

Payment History by Vendor

Fun Controllp:. PAOLIETANDR ReportManager  Process Monitor (RN
Language: [Enaisn  1Rd
From Date: [12/1872011 |5

Through Date: 12/18i2012 |[5]

*Detail or Summary: summary -

Find | View Al First K 4 of 4 I (o5t

“Remit SetiD “Remit Vendor
SHARE @ Q =
) seve| & RetumitoSearch | [+2] Previous et | (4B NextinList | (=] otity | [ExAdd) [Eripistebisply

Step Action

9. The Payment History by Vendor page displays.

Click the Run button.
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ORrRACLE

Favorites ~ Main Menu > AccountsPayable > Reports » Vendor » Payment History by Vendor

Process Scheduler Request

User ID: andrew.somers Run Control ID: PAYMT_HIST_VNDR
server Name: [N ~ Run Date:|03/27/2013 [
Recurrence: - Run Time:|2:24:02PM Reset o Current Date/Time
Time Zone: Q
Select Description Process Name Process Type Type “Format Distribution
= APY2000 APX2000 Bl Publisher ‘Web ~ PDF ~ Distribution
=} Payment History By Vendor APY2000- Crystal ‘Web ~ PDF ~ Distribution
oK | Cancel

& New Window ? Help [& Personalize Page

GEARS

General Enterprise And Resource Support

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Saved |

Step Action

10. The Process Scheduler Request page displays.

Click the Server Name list.

| -~ |

11. Click the PSNT list item.
[PSNT |

12. Click the Select option for the Payment History By Vendor process.

O]

13. Click the O_K button.
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dutiChannel Console /Add to Favorites

Favorites  Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

Enewwindow ? Help [ Personaiize Page B ntip

Payment History by Vendor

Run

Run Control ID:  PAYMT_HIST_VNDR Report Manager Process Monitor

Language: English M Process Instance:14667

Report Request Parameters

Date Range Print Options
From Date: 1211872011 [H) [

*Detail or Summary: Summary -
Through Date: 12/18/2012 5]

“Remit SetiD
SHARE/ @

*Remit Vendor

w it First K 1or1 O Lot

FH[E

| @ save | &\ RetumtoSearch 1] FreviousioList | 4 NextinList | =] Notify |

Update/Display,

Step Action

14. The Payment History by Vendor page displays.

Click the Process Monitor link.

Process Monito

ORACLE’
Workist | MutiChannel Console | Add to Favortes Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor
Enew Window ? Help [ Personalize Page B hitp
Process List [N NE )
useripfpeilshahi @ Type - Last - [ 3 Days -+ Refresh |
server v Name | Q Instance | o |
Run Status - Distribution Status Save On Refresh

Select Instance Seq. Process Type |ocesS  yser  RunDatefTime Run Status

[0 14867 Crystal APY2000-  neil shahi 12/18/2012 2:43:40PM PST Queuved Details

[ 14668 Crystal APY2000- neil shahi 12/18/2012 2:39:34PM PST Success Posted Details

[ 14663 Crystal APY1020-  neil.shahi 12/18/2012 2:13:57PM PST Success Posted Details

[0 14862 Bl Publisher APX1020 neil shahi 12/18/2012 2:11:02PM PST Success Posted Details

[] 14681 Crystal APY1020-  neil shahi 12/18/2012 2:09:50PM PST Success Posted Details

[ 14660 Crystal APY1010-  neil.shahi 12/18/2012 1.55:34PM PST Success Posted Details

[0 14656 PS8Job DUP VNDR neil shahi 12/18/2012 1.41:28PM PST Success Posted Details

[ 14647 PSJob DUP VNDR neil shahi 12/18/2012 1:29:10PM PST Success Posted Details

[ 14638 PSJob DUP VNDR neil.shahi 12/18/2012 1:19:36PM PST Success Posted Details

Go back to Payment History by Vendor

@ save | [] notry |
Process List| Server List
! Y m 3

Page 95



Training Guide O,
AP250-WFE Managing Working Fund and {:}Q GEARS

General Enterprise And Resource Support
Escrow Payments . o

Step Action

15. The Process Monitor - Process List page displays.

The process you ran is listed by process instance number in the Process List section.

16. Click the Refresh button until the Run Status reads "Success" and the Distribution
Status reads "Posted".

17. Click the Details link.
DCetails

Home | Workist | MuttiChannelConsole | Addto Favorites | Sign out
Favorites = Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

ENewWindow 7 Help [& Personalize Page &, hip

Process Detail

Instance 14667 Type Crystal
Name APY2000- Description Payment History By Viendor
Run Status Success Distribution Status Posted
fn
Run Control ID TEST Hold Request
Location Server Queue Request
Server PSNT H{Cance\ Request
© Delete Request
Recurrence Restart Request
Request Created On 12/18/2012 2:43:58PM PST Parameters Transfer
Run Anytime After 12/18/2012 2:43:40PM PST Message Log
Began Process At 12/18/2012 2:44:29PM PST Batch Timings
Ended Process At 12/18/2012 2:44:42PM PST ViewLog/Trace
0K Cancel

Step Action

18. The Process Detail page displays.

Click the View Log/Trace link.
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View Log/Trace

Run Status: Success

Payment History By Vendor

Distribution Node: PSNT

Name

APY2000- 14667 PDF
CRW APY2000- 14667 log
pssaltrace.trc

Distribution ID Type
User

Hame: APY2000- Process Type:

Favorites ~ Main Menu > AccountsPayable > Reports > Vendor > Payment History by Vendor

ReportID: 10952 Process Instance: 14667

Distribution Details

Expiration Date:

File Size (bytes)
38,335

0

490

Distribute To

“Distribution ID

neil shahi

Crystal

Home | Workist | MutiChannelConsole | Addto Favortes |  Sign out

Enew Window ? Help [ Personalize Page & hiip

fezzage Lod

Datetime Created

12M18/2012 2:44.42 528198PM PST
12M8/2012 2:44:42 528198PM PST
12/18/2012 2:44:42.528198PM PST

Step Action

19. The View Log/Trace page displays.

Click the APY2000-_14667.PDF link.
[APY2000- 14667.PDF]

ReportiD:  APYZ000 Peapieaont Assaunts Payatie Page o, 1
ORACLE RunDate 1218201,
Run Time. 2:44:30 PM
From: Tor
Remit Vendor:
Payment Currency:
Bank Account:
PaymeniRer  Dats Haning Remitto Pay Cycle. 559 Payment Amount
vt Vousner o Invoice D Inwaice Date. Desoount Taken _ FedAmam
Total for Payments
Total for Bank Account:
Total For Currency
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Step Action

20. The Payment History by Vendor Report displays in a new window.

Review the Report.

21. You have successfully completed the Running the Payment History by Vendor
Report topic.

You have learned how to:
- Run the Payment History by Vendor Report
End of Procedure.
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Course Summary

N

4
Congratulations!

You have successfully completed the AP250-WF Managing Working Fund and Escrow Payments
course. In this course, you have learned how to:

Identify non-PO voucher attributes

Create voucher to record a manual payment
Create a manual payments

Use the Pay Cycle Manager to create payments
Generate, view and print checks

Generate the Positive Payment file

Post Payments

Void payments, when needed

Run the Payment History by Vendor Report

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).

Page 99


http://courtnet/gears/index.html
mailto:gears@mdcourts.gov

